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PUBLISHERS' NOTICE. 



The demand for a cheap and portable edition of the 
Rules of Order used in the business meetings of or- 
ganized associations, led to the compilation of this 
work by an experienced hand. As those who seek for 
information on the matter are not familiar with the 
methods of organizing and conducting societies, full 
information on needed points has been added. The in- 
structions are full, and purposely simple ; but, as it is 
presumed the reader only lacks knowledge, and not 
good sense, useless details and repetitions have been 
avoided. 

The index will be found to be copious, and, so far as 
the rules of order are concerned, minute. Of course, 
the work must have defects ; but where any such be 
found, they will probably be the result of the comi)iler's 
oversiglit in the proof-i*eadin«'. Cortuinly, theiv is an 
amount of information envbmW^ m W\^ v^*^^*^ ^^^"^^^ 
could only have been obtained o\\vet-wSsfc>s^ eoT^&>^<^^^ 
4 number of volumes, or laavVng a\oT^?» e:^^^^ 
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PART I. 

ON OEGANIZED ASSOCIATIONS. 

The crudest association for the trausfiction of public 
business, as it is the earliest, is the Public Mef^ting". 
This is called for a special purpose, to which its action 
should be confined. It is convened for the purix)se of 
expressing an opinion upon, or furthering some matter 
of public concern, or to hear the views of sj)eak:ers, or 
for all these things ; and when this has been done, the 
temporary association dissolves by adjourning \Wthout 
day, though it may continue its existence for a while, 
by adjourning to another day, or to a time to l)e named 
by the chairman ; or it may resolve itself into a per- 
manent association by the adoption of a Constitution 
and the election of officers. 

A public meeting, in order to preserve decorum, is 
governed by the rules of order, like a fully organized 
body, though its proceedings are limited and its meth- 
ods a little simplified. The purpose of the meeting 
should be expressed in the call, which may be signed 
by the callers. Where it is under the authority of some 

organized body, it ends, " By order of the " (naming 

it) and is signed by the President ot C^'aATKv^TL^axs^^- 

tested by the Secretary. W^ew V\v& \vcwcc c>>\ \sNftfc'"G^* 

named in the call arrives, or wWbm a \fi\l Voxxt ^ 
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— this half hour being known as ''grace/' and allowed 
for difference in watches — the meeting is called to order 
by some one deputed for that purpose. If in the call 
the word "shai'p'' be appended, there is no '' gi'ace," 
and the meeting begins exactly at the hour named. 
The originator of the meeting, or some one previously 
agreed on, mounts the stand, and says, "The hour 
at which this meeting was called has arrived. Phrase 
to come to order. Wliom will you have for Chairman ? " 
Or, "This meeting will come to order. Who shall 
be your Chairman?" Some one, instructed, names a 

Chairman, and the organizer says, " Mr. {naming 

him) is nominated. Shall he be your Chairman ? Those 
in favor will say Aye." Then when tlie ayes have 
voted, he will say, "Tliose opposed, No." Then if the 
ayes preponderate, he will say, "The motion is car- 
ried. Mr. (naming him) will take the chair," 

and then gives way to the newly elected Chairman. 
Or if the noes are most numerous, he will say, " Tlie 
motion is lost. Who else will you have for your Chai r- 
man? " And put the question on the next nomination, 
and so on, until one shall have been chosen. Should 
several have been nominated at once, he will say, 
** Messrs. , , and (naming them) are nom- 
inated. I will put the question in the order of their 

nomination. Shall Mr. (naming the first) be your 

Chairman? Those in favor will say Aye. Those 
opposed, No," and declare the result. If the fii'st l)c 
chosen, that cuts out the others. If not, he goes on 
until some one is chosen. It is usual, however, for the 
organizer to propose the Chairman, with — "This 
meeting- will come to order. I move W\aV^^. 



(namtng him) take the cliair," ai\c\ Wien ^vVt Vt^s 
Question. The person thus named is mwaWy cVq^^:> 
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it being unfair to the proposers of the meetinpf, and Iwid 
manners, if not downri^lit blaekguanlism, to j)if 'VPiit 
those dii*ectly concerned from managing tlicir mooting 
in their own way. 

The pers(m chosen takes' the chair, and may make a 
brief speech, such as, *'I thank you, gentlemen, for 
this mark of confidence, and, if you please, we will at 
once proceed to complete our organization by tlie oU»c- 
tion of a Secretary." Or he may simply say, ** Wliom 
will the meeting have as Secretary?'' If organizt^d for 
a political or other important purpose, lie will simply 
recognize the organizer, who will come forward, read 
a list of Vice-Presidents and Secretaries, and move 
their adoption. In the first case he will wait for a nom- 
ination, and when a name is offered will say, **Mr. 

(naming him) is nominated. Shall he act as 

Secretary?" put the question, and declare the i*esult. 
In the second case he will say, "It is moved and 
seconded that the gentlemen whose names you have 
heard read be your Vice-Presidents and Secretaries," 
and then put the question in the usual form. The 
Chairman then dii'ects one of the Secretaries, or the 
organizer, to read the call of the meeting. Tliis having 
been done, the Chairman says, "You have heard 
the call under which we have assembled. What is the 
further pleasure of this meeting ? " Some one, duly 
instructed, will move the appointment of a Committee 
on Resolutions, naming a specified number, three or 
five. The Chairman says, "You have heard the mo- 
tion to appoint a Committee on Resolutions. Are you 
ready for the question ? " And then^ if no one rises to 
speak, he puts the question. \i ««tafe w^^ ^'^^sfc ^ri 
amend the resolution, \ie^ aay^, ''^^. ^:V^\^^' 
and the Chairman recogn\2«& \vvm >o^\v>& v^>^^^'^ 



ssts. 
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** The gentleman to my right," or, ** The gentleman in 
fwnit," as the case may be. Tlie only pi'o])able amend- 
ment |m)jH)sed would Ix^thenumlK^r of theConnnittee. 
Tlie iK^i-son rising may say, ''I move to make llie 
Commilt(Ki seven instead of live." The Cliainnan will 
say, ''It is moved to amend the motion by striking 
out the word ' five' and inserting 'seven.' The ques- 
tion is, Shall the word five stand ? " Tlien, if no one 
rises to debate it, he puts the question. When the mo- 
tion is carried, the Chaimian asks, ''IIow shall that 
Committee be apix)inted?" Thei*e will be genei^ally a 
cry of "Chair" and the Cliainnan will apiM)int. As 
it is his right to do so, unless the meeting overrule, if 
thei-e should be a cry of " Meeting I " he will take that as 
a motion, consider it to l)e seconded, and put the mo- 
tion, " It has been moved and seconded that the meet- 
ing elect the Committee," and then put the question. 
If it fail, the chair appoints; if not, he accepts the 
names not objected to, coming fi*om the lK)dy of the 
meeting, until the number is filled. The Connnittc^e 
then retire to consider the i*esolutions, which have been 
previously prepared, and to amend, alter, and ii^place 
them, if needed. To avoid all this formality and fuss, 
it is usual to have suitable resolutions oflPei*ed by some 
one without a Committee. If the Committee be ap- 
pointed, however, the Chairman introduces the fii^st 
speaker of the occasion during its absence, saying, 

**Mr. (naming him) will address the meeting." 

Tlie speaker comes forward, and fii'st addresses the 
chair, ** Mr. Chairman," then turning to the audience 
adds ''and gentlemen," or, if ladies be present, 
*' ladies aiid gentlemen,^'* and goes on with his speech 
T^VIien he is thi'ough, the Conmiitteebe?:;\eavcVoYe\>w 
^/?e OJin/nnan nods .icqiiicsccnce— it \s i^ot ^Aeee^^^-* 
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as in more fontial proceedings, for the house to vote on 
it, and the resolutions ai*e road and the question put 
on their adoption. A better j)lan is for tlie !nana<r''J'S of 
the meeting to have the rt»sohitions ahn^ady })ivpaie(], 
and proposed by a proper pei'son. Then otlier speaker 
are introduced, and when all are through, the meeting 
adjourns without day, or till a futui'e day, or subject 
to the call of the chair. But if necessary to adjouni lo 
a fixed day, or on call, a motion to that effect should 
be put before adjournment. The form is, ' ' It is 
moved that when this meeting adjourn, it adjouni un- 
til {naming the day) at o'chx^k in the even- 
ing {naming the hour) at {namhig the place),''' or, 

'* It is moved that when this meeting adjourns, it ad- 
journ subject to the call of the chair," or, if it be to re- 
ceive the report of some special Committee — "subjc^ct 
to the call of the Conmiittee." After that. the motion 
for final adjournment, which admits of no debate, is 
put. 

Should the resolutions, in whole or in part, be ob- 
jectionable, or faulty in word or phrase, it is within 
the power of the meeting to amend them. In that case 
the proposition of amendments, their consideration and 
treatment, are governed by the general miles of order, 
which will be found in their proper place in this book. 
It is considered rudeness to meddle with resolutions, 
unless to strengthen or improve them, the meeting 
being called for a specific purpose. If those opposed to 
the objects of the meeting pack it, and vote down the 
resolutions, it is not only disorderly, but an invasion 
of the rights of the projectors of the meeting, which is 
aMn to, if it be not downrigAit Vn^^ftcewerj . 
These rules and methods appVy \iO ?v^ ^x^^R. \»Rfe^^ 
ings, whether indoora or out, tua&s-xckefe^va!^. ox\3»:^ 
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cues. A barbecue is, in fact, merely an outdoor meet- 
ing, at which there is a free luncli, the meat for wliicli 
is cooked in lar^o ]K)rti()ns, in the oi)en air. But, in 
some parts of the country, tlieit* is an adiuira])le cus- 
tom of lieariug l>otli si(l(»s at a i)olitical meoting, and 
tlie audience a])plaud the disputants accorduig to the 
merits of the siKjakei's, without regaixl to the feeling or 
pi'ejudice of the heai^er. In such a case, however, the 
oilier of the proceedings is arranged in a friendly way 
by the speaker themselves. Usually, one side opens 
with a speaker, who talks for thirty minutes, and is 
followed by an opponent, who occupies the same time. 
Thus they go on to the close, each side taking turns ; 
and the one who opened the debate, closes it in a 
fifteen minutes' speech. 

It will be seen that we have said nothing of jjublic 
lectures. They are matters of amusement, oi' foruial 
instruction and their etiquette is governed by the taste 
and judgment of the lecturer, or the literary or scien- 
tific bureau or society under whose auspices he may 
appear. 

The next kind of tempomiy organization is the 
Caucus, which is an assembly of members of a party, 
or of a convention, to devise measui'es to caiTy their 
point. It is, in fact, a conspiracy, and is organized and 
managed like a public meeting, though its sessions are 
private, and its action is kept secret, at least until it 
adjourns. 

The Convention is the highest grade of temporary 

organization, becailse it is the legislatui^e of its cause, 

or party, being comp^ed of regularly elected delegates. 

It is called together by competent authority, and its 

r^rtiJ&r business is usually planned beforehand, though 

&o bcfdjr itself sometime ** kicks in tlio traicea,'' vu\<\ 
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pulls in another direction, to the discomfort of the 
managers. The temporary chairman is always chosen 
by the State or County Committee, or other authority 
calling the Convention, and unless he be a very un- 
popular or objectionable person, is accepted as a mat- 
ter of course. The same may be said of the temporary 
secretaries It is customary for the delegation from 
each ward or township if a city or county convention, 
from each county if it be a State convention, or from 
each State if it be a Federal convention, to name one 
member on each of the Committees on Rules, Creden- 
tials, Permanent Organization and Resolutions. In city 
and county conventions, the Conmaittee on Permanent 
Organization is frequently omitted, the temporary 
officers being continued by vote or by tacit consent. 
When it is a mere local convention to nomuiate candi- 
dates, the Committee on Resolutions, if any be required, 
is usually, and properly, a smaller number, and on 
motion appointed by the chair. In the larger bodies, 
tife resolutions are too important to be so fathered — 
at least for the public eye. The Convention now takes 
a recess, to allow the Committees to sit. The duties of 
the Committees are shown bv their name^. When the 
Convention reassembles, the Committee on Rules re- 
ports first, generally to adopt the rules of order used 
by the most popular branch of the State Legislature, 
or if the Convention be Federal, those of the House of 
Representatives of the United States, and usually an 
additional rule, to avert discord and save time, provid- 
ing tliat all resolutions offered as expressing the sense 
of the Convention on any point, shall be referred to the 
Committee on Resolutions without dftb%.tft,. Tbftxv 1\jl'^-. 
Committee on Credentials report, axAYi^^'cfe'^^^^f^ 
contested seats, the recommeiid8tt\OTi"&oi^C!as)X.C^^^^ 
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should be acted on, in order tliat none but rightful 
members vote upon matters so important as Permanent 
Organization and Resolutions. The Coimuittee on 
Pennanent Organization now reix>rt.s tlie names of i)er- 
manent olHcere, and the report is acted on at once. 
Lastly comes tlie i'e]>oi't of the Conmiittee on Resolu- 
tions, which also is at once acted on. If it be a Conven- 
tion to nominate candidates it procee<ls to its main 
duty. The waixls, townships, counties, or states, as the 
case may be, ai'e called on for nominations. This done, 
the nominations are sometimes closed by motion, which 
is bad form, the proper motion being that the CoTiven- 
tion proceed to vote on nominations. Each delegation 
is called in turn, and announces its vote by its chairman. 
The secretaries act as tellers, sum up the votes for each 
candidate, and state the result to the chairnuui, who 
announces it to the Convention. If there be no cimdi- 
date with a majority of all the votes given; and in 
Federal conventions the rule is usually two-thirds, the 
chairman states the fact, and orders another v(^t(>, 
which is contuiued until the i^equisite majority be had. 
All the proceedings in the Convention are governed 
by the strict rules adopted; and, the prcsidiiig oiHct^r 
being mostly one who is perfectly familiar with these, 
requires no instructions here. 

We now turn to the permanent organizations 
which are likely to be formed by those not familiar 
with the proper methods. These are clubs, societies 
institutes, associations, companies, coteries, and a va- 
riety of other titles, but organized on the same principles, 
and governed by the same rules in the transaction of 
business. The lodge, temple, or other division of a secret 
order, is created under the secret rules of its order. The 
social *^cluh " differs a little from other clubs m\\vxV\o.^ 
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a many-headed executive. It is generally governed by 
a managing committee ; but one of that committee, or 
some member on motion, has to take the chair at meet- 
ings after all. And the mode of business in all is 
necessarily the same. The organization of one, with 
the exception of the secret society, is nearly the same 
in all. As an ounce of example is worth a pound of 
precept, we will give the histoiy of one society, and a 
record of its early proceedings, partly in dramatic fonn, 
as a clear demonstration of how the thing is and ought 
to be done. Though necessarily long, the reader will 
find it instructive, and possibly not without interest. 
Mr. Jonathan N. Pender, who lives in the outskirts 
of Pendersville, and owns about half of the village, 
took it into his head that his tenants and neighbors 
ought to meet together more, partly for social inter- 
course and partly to improve themselves, and proposed 
to get up a debating society. He talked with a number, 
and took down the names of those who were willing 
to join such an association. When he had a list of 
twenty-three, he sent each man a note, asking him to 
be at his house the next Thursday evening, to form the 
society. In the meantime he drew up a rough form 
of Constitution and By-Laws. On the night of the 
meeting, just thirteen beside himself attended. Six of 
those invited sent excuses, but promised to join. Four 
did not reply. The thirteen present were Messrs. 
Armitage, Bayley, Briggs, Carter, Carey, Harrison, 
Kane, M'Evoy, Nugent, O'Beirne, Proctor, Pender, 
and Van Brunt. Those who sent excuses were Messrs. 
Henry, J. L. Smith, Taylor, Williams, Watson, and 
Young. The silent absentees ^^y^ "^"essc^. ^^.sS^srjcv^ 
CranSy andLawson, andDr."Nlease. ^x.^^ecL^^^^^y^s^M^ 
the object fully, and said, '' AslslLt.^Ba?jV«^^^ ^^^ 
2 
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two teniis in the TjOpfislature, and ought to know all 
alxnit tlie riilt's of oixler, I move he take tlie cliair; are 
theix? any objections ? Mr. Bayley will tiike tlie chair/' 

Mr. Bayley. — Oilice is too hawl to get to he refused ; 
but this is only a tabouret I am sitting on. M'Evoy, 
get out of that big t^asj^-chair, and let the chairman 
have it. Tliere, that will do. This meeting will come 
to owler. Whom will you have for secretary? 

Mr. Pender.— Mr. O'Beirne. 

Chairman. — Mr. O'Beirne is nominated. Any other 
nominations? Notie. The question is, Shall Mr. 
O'Beinie act as Secretary ? Those in favor will say 
Ave; contrarv, No. The aves have it, the motion is 
caiTied. The Secretary will take his seat. 

Mr. O'Beirne.— I'll have to change it then, for it's 
too heavy to carry. 

Chairman. — Order! Mr. Pender has the floor. 

Mr. Pender. — The object of this meeting, wOiich is 
to form a debating society, needs no explanation. To 
further our business, I have made a rough draught of 
a Constitution, and a set of By-Law^s, which we can 
consider, and knock into shape. 

(Cries of ''Read it!'' Mr. Pender reads the Con- 
stitution.) 

Chairman. — The Constitution is now before the 
meeting, and will be considered section by section. 

The Secretary reads : '* Preamble. Whereas " 

Chairman.— Stop! Begin vdth Article 1. The 
premable is considered last. 

Mr. O'Beirne (reading), — ''AHicle 1. — Tlie name, 

style, and title of this Association shall be * The Pen- 

dersville Debating Society,' and its objects shall be the 

cultivation of social intercourse and im\^TONii\w^\i\. ^>i 

the minds of its members by public dc\)a\^s, a\Y<i ^\xc^^ 
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literary and scientific exercises as it may deem 
prox)er.'' 

Chairman. — The article read is open to ameudnieiit. 
Mr. Cai*ter. 

Mr. Carter. — I should like to strike out the words 
** style and title"; they're very legal in form, but 
** name " is enough. 

Chairman. — Does the gentleman make that as a 
motion ? 

Mr.- Carter. — Yes, sir. 

Chairman. — A motion is made to amend. Tlie 
question is, '* Shall the words 'style and title' stand if" 
Are you ready for the question ? Mr. Pender. 

Mr. Pender. — I have no objections. 

Chairman. — Those in favor of the motion will say 
Aye ; contrary, No. Lost. The article is so amended. 
Mr. Harrison. 

Mr. Harrison. — It strikes me that the name is a 
httle narrow ; we might want to go into other matters 
besides discussion. I think we had better get a more 
comprehensive name, and I move to change the name 
from ** Debating Society " to ''Lyceum." 

Chairman. — It is moved to strike out the words 
"Debating Society," and insert " Lyceum." Are you 
ready for the question ? Mr. Pender. 

Mr. Pender. — I prefer "Debating Society," because 
the real object is to kill an hour or two, once a week, 
in discussion. The objects are stated broadly enough, 
so that we can expand our action if we want to. I 
suppose, if Dr. Mease were here 

Dr. Mease (entering the room), — And here he is. 

Mr. Pender.— As I was saying, if Dt.'^'^^^^ ^<5«fe 

here, he would like to graft his \\ob\>\e^& oxv >Okv^ \x^fc., 

and set up a museum of minerals, \mg:s»n\>vv\Ke«^^^> 
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and tliiiiK«, ainl tli(»ii the name *' Lyceum " would ])e 
fit ('n(»u^li. 

Dk. Mkask.— Wliv not? 

^1h. Pkn]>kh. Well, Mr. Chairman, I do not know 
why not. If the DcH'tor will promise to get up a col- 
lection of the kind, " JA'ceuni " l)e it. 

1)K. Meahk. — I'll do my best; but what is the ques- 
tion, Mr. Chairman 'i 

Chairman. — Article 1 of the Constitution is before 
the meeting, and it is ]m)i)os(»d to strike out the words 
"Debating ScK'iety" from the title and insert'* Ly- 
ceum." Mr. Pender has the floor. 

Mr. Pender.— I am [x^rfectly willing to accept the 
amendment. 

Chairman. — By unanimous consent the amendment 
will be made. The Chair lu^ai-s no objections. It is 
so ordered. The Swrc^tary will ivad the article as 
amended. (It is read.) Any furtlier amendments? 
Tlie Secretary will read Aiiicle 2. 

Secretary {reading). — "Article 2. — The officers 
of this Society shall consist of a Pi'esident, a Vice- 
President, a Corresponding Secretary, a Recording 
Secretary, and a Treasurer, to be elected annually, on 
the first Thursday of October, who shall form an 
Executive Committee, and who shall perform the 
duties incident to their offices, implied by the respect 
ive titles, and such other duties as may be imiK)sc 
ui>on tliem by the By-Laws." 

Mr. Harrison. — I do not see how that can 1 
amended. I like the statement of duties. In nu 
constitutions we are told that the President slioi 
preside, as if a President were not for that very p 
pose; a Recording Secretary should keep the miimtt 
&nd the Treasurer the money, and a\\ t\M\\ noaAyvvv^ 



ON ORGANIZED ASSOCIATIONS. 21 

Mr. Pender. — Mr. Cliairman, I see a proper aniend- 
nient, however, as we have tunied the affair into a 
Lyceum, we waiit two other officer. I move to insei't 
the w^ords *' Curator, Librarian,'' befoi*e the woixls 
**and a Treasurer." 

Chairman. — It is moved to insert the words named, 
in the place named ; are you ready for the question ? 
Those in favor will say Aye; contrary. No. Tlie 
amendment is carried. 

Mr. Nugent. — Mr. Chairman, we haven't come to 
that part yet, but there will be dues to be paid by the 
members. Who is to receive the money ? 

Mr. Pender. — The Recording Secretary, and pay it 
over to the Treasurer. 

Mr. Nugent. — He will have enough to do. In the 
old country, where I came from, in all our societies 
we had a Financial Secretary, who collected dues, re- 
ceived money, and paid these over to the Treasurer, 
keeping an account, and reporting from time to time 
as required. He is a check on the Treasui^er, and 
lightens the duties of the Recording Secretary. I move 
that the words *' Financial Secretary " be inserted after 
the word ** Vice-President." 

Mr. Pender. — The proposition is new to me, but I 
rather like it. I hope the motion will prevail. 

Chairman. — The gentleman will address the Chair. 

Mr. Pender. — I beg your pardon, Mr. Chairman ; I 
was about to suggest that we accept the amendment 
without further debate. 

Chairman. — If by unanimous consent — the Chair 
hears no objections, and it is so ordered. Any further 
amendments ? The Secretary will r^^d AjrtAak. S. 

Secretary (reading).—'' k.^v^^Z.—^^^^^'^i^^^^^^^ 
at the meeting followmg \vva v^<eR)cvotv, ^"5^ «2f^ 
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point an Auditing Coniniittee, and committees on 
Debate, Lectures, Finance, Membership, Literary Ex- 
<»rcises, and Anniversary, to consist of tlu*ee members 
each.' 

Mr. Nugent. — Mr. Chairman, what are the duties 
of tliese conuuittees ? 

Mr. Pender. — Mr. Chairman, the gentleman will 
find them defined in their proper places in the By- 
Laws. 

Mr. Harrison.— I move to insert the words "Li- 
brary, Museum " after the words ''Literary Exercises." 

Mr. Carey.— Mr. Chairman, we have no Library, 
nor no Museum. 

Mr. Harrison. — I propose we shall have, sir. The 
library may be in doubt, but I'll guarantee that Dr. 
Mease will furnish bugs and stones enough for a mu- 
seum. 

Chairman. — Any other gentleman Avho desires to 
be heard? If not, I will put the question. It is moved 
to insert the words "Library, Museum," after "Lit- 
erary Exercises." So many as are in favor will say 
Aye ; contrary, No. The ayes have it ; it is carried. 

Mr. Harrison. — Mr. Chairman, we shall be all 
committees. What is the use of a Standing Com- 
mittee upon Anniversary, I'd like to know ? If we 
want to get up a jollification when we are a year old, 
why not put it in charge of the Committee on Liter- 
aiy Exercises ? or. Finance, for that matter, for it in- 
volves expenditure. I move to strike out the words 
"and Anniversary," and insert the word "and' 
before " Literary Exercises." 

Mr. Pender. — Mr. Chairman, the anniversary cele- 
bration not only deservQ^ a separate coirwaviUfc^, \i\\X. VV 
win involve a deal of labor in detail. 
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Mr. Harrison. — Why not then have a special com- 
mittee when the time comes ? 

Mr. M'Evoy. — Oh, bother, Mr. Chairman; we're 
quarrelin' over the fox's tail, bedad, before weVe 
caught him. I move ye that it be referred to a spashal 
committay. 

Mr. Kane. — I move to postpone the matter until our 
next meeting, and go on with the other articles. 

Cries : ' * No ! no ! Question ! " 

Chairman. — There are three questions before the 
meeting — postponement to a day certain, commit- 
ment and amendment. They will be taken up in their 
regular order. The first question is on postponement. 

Mr. Kane. — Mr. Chairman. 

Chairman.— Mr. Kane. 

Mr. Kane. — Mr. Chairman, is the question debat- 
able ? 

Chairman. — Yes, on its own merits, but not the 
main question. A motion to postpone indefinitely 
could open that ; but this is to a specified time. 

Cries : * * Question ! " 

Chairman. — Are you ready for the question? Those 
in favor will say Aye ; contrary, No. The noes have 
it. The motion is lost. The question now is on the 
motion to refer ; are you ready for the question ? 

Mr. Kane.— Is that debatable ? 

Chairman. — Yes, and it opens the main question. 

Mr. Kane. — Then, I wish to say, Mr. Chairman, 
that we had better get through our work to-night, and 
organize; we will only have the same difficulty over 
the committee's report. Let us fight it out here. 

Chairman.— Any further reia\aiY^\ "Y^va o^'^^^^'^^s^ 
on reference of the article to a s^e\aV e,oTK»\^^^^^• '^^'^ 
many as are in favor vrffli ^y Ky^\ c.o\:L\x«s^^^* 
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The noes have it. The motion is lost. The question 
now occurs on the amendment. So many as are in fa- 
vor of the amendment 

Mr. Armitage.— What is the amendment, Mr. 
Chairman ? 

Chairman. — To strike out the words *' and Anniver- 
sary," and msert ''and" before " Literary Exercises." 
Those in favor will say aye 

Members.— Yeas and nays. 

Chairman. — Tliose m favor of calling the yeas and 
nays will rise, and remain standing until they are 
counted. One, two, three, four — the members will be 
seated. The call is sustauied. Have you a list of 
those present, Mr. Secretary ? 

Secretary.— Yes, sir. 

Chairman. — When each member's name is called, 
those in favor of the amendment will vote Aye ; those 
opposed, No. The Secretary will call the roll. 

(The Secretary calls the roll, notes the result, and 
hands it to the Chairman.) 

Chairman. — Yeas : Messrs. Armitage, Briggs, Car- 
ter, Carey, Chairman, Harrison, Kane, M'Evoy, Nu- 
gent, O'Beirne, and Van Brunt — eleven. Nays : Messrs. 
Pender, Proctor, and Mease— three. The amendment 
is carried. Any further amendments ? If not, the 
Secretary will read Article 4. 

Secretary (reading). — '' Article 4. Any person in 
good standing, of lawful age, may become a member 
of this Lyceum, on the recommendation of the Com- 
mittee on Membership, to whom his application shall 
be referred, by a vote of the members present at any 
meeting. The said member shall pay an initiation 
fee of One Dollar, and dues oi One "DoW^ax «cosmaSii 
thereafter. - "'e quarterly in t\ie ixioxOOtia ol ^«xvvx- 
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ary, April, July, and October. But Corresponding 
or Honorary Membere may be elected at any meet- 
ing of the Lyceum, by a two-thirds vote, and said Cor- 
i-esponding members, if present at any meeting, may 
participate in the proceedings, but shall liave no right 
to vote on any question, or to hold oiHce." 

Chairman.— This section is open to amendment. 

Mr. Harrison. — Mr. Chairman, that is a rather long 
article, but I propose to pull it out a little farther. 
There are a good many bright young fellows, from 
sixteen to twenty-one, in town, who are running alx)ut 
loose, because they have no place to spend their even- 
ings in, except at home, and boys of that age do not 
like to be tied to the fireside altogether, however pleas- 
ant it may be. I want to interest them in this. A 
debate is the very thing for them. It w^ill give them 
amusement, and it may give them instruction. I move, 
therefore, to insert after the words "lawful age," these 
words which I have written out for the Secretary, 
" and minors, by and with the consent of their parents 
and guardians." 

Omnes. — ^A good idea ! 

Chairman. — As it seems to meet with general ap- 
proval, if with unanimous consent— the Chair hears 
no objections — it will be inserted. Any further amend- 
ments ? If not, the Secretary will read Article 5. 

Secretary {reading). — "Article 5. This society 
shall meet quarterly, on the first Thursday of each 
month, for the transaction of business, and during the 
months of November, December, January, February, 
and March, on the first Thursday of each month, for 
the purpose of debating moot c\v\eaV\ow^, ^^^^\>\>^^x<s^ 
the time fixed shall fall upon C\vr\^Ttvaa,l^^^^^^^ 
Day, or Washin^n's Birttiday, ^\v««v >i5ck^ xsv^""^ 
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shall be held on the day previous ; and special meetings 
may be called at any time, on the written request of 
five niembei'S, or by tlie Executive Connnittee, or by 
the Pi*e^sident, of his own motion, if he deem a necessity 
to have arisen; and at all meetings, six members shall 
form a (luoi-um." 

Chairman. — It is open to amendment. 

Mr. Briggs. — Mr. Chairman, isn't the number for 
a quorum rather small ? 

Mr. Pender. — Mr. Chairman, I made it so purpose- 
ly. I don't care how much interest members may 
take, some circumstances may arise that may keep 
away a lai'ge number of members, and the misfortune 
is, that such a thing is apt to happen just when some- 
thing unportant is necessary to be done. As all mem- 
bei's i^eceive the same notice, to say nothing of know- 
ing the time of meetuig, they can't complain if a few 
who care to attend to business, do it. 

Mr. Harrison. — Mr. Chairman, there is some force 
in the gentleman's point, I admit, but I don't like it. 
The number looks as though we didn't expect mem- 
bers to come. It will tend to keep them away. They'll 
be apt to say, ** Oh, there'll be six anyhow. I needn't 
go." That's how it'll work. I move to make the 
number twelve. 

Mr. Armitage. — My experience is the other way. 

(Messrs. Pender, Harrison, Armitage, and otliei*s got 
into a heated discussion, which is not necessary to give, 
and Mr. Briggs, by way of pouring oil on the waters, 
moved to lay the amendment on tlie table.) 

Chairman. — It is moved to lay the amendment on . 
the table. 

Mr. Pender.— Yeas and nays\ 
Chairman. — The yeas and nays are e,2\\fe^ ^ot. 
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Those in favor of calling the yeas and nays will rise, 
and remain standing until counted. One, two, three, 
four— the yeas and nays are ordered. Have you a list 
of those present, Mr. Secretary ? 

Secretary. — Yes, sir. 

Chairman. — Tlie question is, sliall the motion be laid 
on the table ? As gentlemen's names are called they 
will vote yea or nay. The Secretary will call the roll. 
{The Secretary calls the roll, and notes the re- 
sponses. He sums them up and reports to the Chair.) 

Chairman. — Yeas: Messrs. Briggs, Carter, Carey, 
Kane, M'Evoy, Nugent, Proctor, Pender, and Van 
Brunt — nine. Nays: Messrs. Armitage, Chainnaii, 
Harrison, O'Beinie, and Mease — live. The ayes have 
it. The amendment is laid on the table. 

Mr. M'Evoy.— Then, Mr. Chairman, there's an 
omission; you left out three holidays, but there's a / 
fourth that ought to be in, and I move to insert St. 
Patrick's Day, as an amendment. 

Chairman. — Tliore is nothing before the meeting to 
amend. The amendment being laid upon the table, 
carries the matter to be amended with it. 

Mr. Briggs. — I didn't mean that, Mr. Chairman; 
can't we repeal my motion— that is 

Chairman. — The gentleman means to reconsider. 
But a motion to lay on the tiible cannot be reconsid- 
ered. 

Mr. Pender. — Mr. Chairman, I thought we could 
reconsider anytliing (»x(M^])t a motion to adjourn, which 
of coui'se we caiTt, for wc^'n^ not in sossion. 

Chairman. — You cannot rocous\i\v^Y VsC^xv>\\\\ >\\\\v^^ 
such iis successful motions to rocvnxsvvVviv, \.o \»NfwVi "^^vav 
the table, or suspi^nd the rules. Xou caL\\Tvo\.^.ev>\\s;y\! 
the motion to lay ut>oii tlie table, \i^cws» V^'^^ *^^^^ 
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rect way of doing what can be done directly, which 
violates the principles of order. You can take it from 
the table, in the regular order. As we are practically 
on unfinished business, a motion to take it from the 
table would be in order now. 

Mr. Briggs. — Then I move to take the amendment 
from the table. 

Chairman. — Is there unanimous consent ? If there 
be no objections, I will not put the question. The 
amendment is before the meeting. 

Mr. Pender.— To satisfy Mr. M'Evoy, I move to 
strike out the words ' ' Christmas, New- Year's Day, 
and Washington's Birthday," and insert "any public 
holiday." There are so many gentlemen of Irish birth 
in town that St. Patrick's Day has become a public 
hohday here. 

Mr. M'Evoy. — Not exactly laygal, but if it is under- 
stood, I'm agreeable. 

Chairman. — Those in favor of the amendment of 
Mr. Pender, will say Aye ; contrary, No. Carried. If 
there be no further amendments we will pass to the 
next article, which the Secretary will read. 

Secretary (reading).--*' Article 6. — The funds 
of this Association shall be deposited in such bank as 
may be chosen by the Executive Conunittee, and noth- 
ing shall be drawn therefrom except through a war- 
rant of the President upon the Treasurer, which sliall 
be countersigned by the Recording Secretary, and the 
\ purpose for which the said money is to bo used sliall 
' be stated in the warrant; but the ])roper oiidoi>;ein(^ni 
by said officers upon the back of a ]>ill which has boon 
piYjporJy audited and approved \)y Wus. ^s.^'5^ov!:\vx\:\w\, 
sZ?a77 be considered a warrant in dwe ioYYv\'' 
Ohaihjman, — The sec^^'^^^ Is open lo amexv^raewX.. 
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Mr. Harrison. — It seems to me that this wants a 
little simplifying ; but if we get to tinkering, we shall 
spoil it. There is no great hurry, and I move to refer 
it to a special committee of three, of which Mr. Pender 
shall be one, to amend, and report at our next meet- 
ing. 

Chairman. — It is moved to conunit to a special com- 
mittee, with instructions. Are you i^eady for the 
question ? Those in favor will say Aye ; contrary. No. 
Carried. The article is so committed. How shall that 
committee be appointed ? 

{A cry of ''Chair!'') 

The Chair will appoint Messrs. Harrison, Pender, 
and O'Beime. 

Mr. Armitage. — Mr. Chairman, there is nothing 
wrong about the article. The last clause is useless, as 
the power lies in the first. I move to strike out after 
*4n the warrant." 

Chairman. — ^The motion is not in order. The article 
having been committed, is not in possession of the 
meeting. 

Mr. Briggs. — I voted for commitment under a mis- 
apprehension, and I move to reconsider the vote on 
commitment ; we can get it through and be done with 
it. 

Chairman. — It is moved to reconsidei^ the motion 
just passed. Are you ready for the question ? So 
many as are in favor will say Aye ; contrary. No. The 
motion is now before the house. Tliose in favor of its 
adoption will say Aye ; contrary, No. The noes have 
it; it is lost 

Mr. HAiiBisoN.— What becoiue^ oi \\\^ vioxxvxv^v^'^J^ } 
CHAmMAN.—ThevQ, is none. T\\^ moXAOWWW^^^ ^^^' 
It was constituted is dead, and tti^ comx^^W^ ^^^^ 
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it. What further order do you take with the para- 
graph before you ? 

Mr. Armitage. — Now I renew my motion. 

Chairman. — It is moved to strike out all after the 
words, * ' in the warrant. " Are you ready for the 
question ? (Puts it and declares it carried.) Any 
further amendments ? The Secretary will read Ar- 
ticle 7. 

Secretary (reading). — " Article 7. — No amend- 
ment shall be made to this Constitution, unless the 
same shall have been submitted in writing at least at 
one regular meeting prior to its adoption, and all 
amendments shall require a two-thirds vote of those 
present.'' 

Chairman. — The article is open to amendment. Any 
amendments ? If not, the Secretary will read the 
Preamble. 

Secretary (reading). — ^'Preamble. Whereas, the 
acquisition of ability in discussion, and a degree of 
sociability among neighbors are both desirable; and 
Whereas, this is best done by association, we, the 
citizens of Pendersville, do hereby form a Society to 
be called the Pendersville Debating Society, and do 
form the following Constitution for its better govern- 
ment." 

Chairman. — The Preamble is open to amendment. 

Mr. Harrison. — Mr. Chairman, the Preamble is the 
fifth wheel to a coach ; all it says is fully expressed in 
Article 1. I move to strike it out altogether. 

Chairman. — It has been moved to strike out the 
Preamble. Are you ready for the question 'i (Puis 
the question^ and declares it cai^ied.) The Constitu- 
tion is open to amendment in all its parts. 
Mr. Harrison. — Mr. Chairman, I uolVc^ Wi-aX, Wv^ 
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word ^* Society" is used in some places, and "Associa- 
tion " in others. I move that the Secretary be directed 
to engross the Constitution in a blank book, i*eady for 
signing, and use the word ** Association" all through. 
Then we can adopt and sign it — say at our next meet- 
ing. 

Chairman. — The gentleman's motion had better be 
divided. 

Mr. Harrison. — The Chairman knows what I want. 
He can put it in any shape he thinks best. 

CHAraMAN. — It is moved to strike out the word 
** Society" wherever it occurs, and insert '* Associa- 
tion." Are you ready for the question ? (Puts the 
question,) Carried. Any further amendments ? The 
question is, ** Shall this Constitution be adopted?" 
(Puts the question.) Shall the Secretary be instructed . 
to properly engross the same and report it to this meet- 
ing at its next session for signature ? {Puts question.) 
It is so ordered. What is the further pleasure of this 
meeting? 

Mr. Pender. — The By-Laws. 

Secretary. — Mr. Chairman, it is getting late, and 
I think the By-Laws might wait. I move to lay them 
on the table, to be taken up when we meet again. 

Chairman. — It is moved to lay the By-Laws on the 
table. {Question put.) Carried. 

Mr. Briggs. — I move we adjourn until Thursday. 

Mr. Pender.— Tuesday. 

Mr. Briggs. — I accept the amendment. 

Chairman. — It is moved that when we adjourn we 
adjoui'n to meet on Tuesday evening next, at — where ? 

Mr. Pender. — Here, at eight o'clock in the evening. 

Chairman. — ^At eight o'clock, al \)[v\s» ^^^o,^. K^c^ 
jrou ready for the question 'i (.Puts quesUou^^ ^*d3t- 
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ried. {Members begin to rise.) Order, gentlemen; we 
have not adjourned. 

Mr. Briggs. — I made the motion to adjourn until 
Monday night, and it was carried, only you put it in 
another shape. 

Chairman. — A motion to adjourn to any date is in 
effect a motion to adjourn without day. The time 
must be fixed by a previous order. A motion to ad- 
journ is now in order. 

Mr. Briggs. — Well, I move we adjourn. 

Chairman. — It is moved that we adjourn. {Puts 
the question.) It is carried. Keep your seats, gen- 
tlemen — the meeting is still in session. Tliis meeting 
stands adjourned until next Tuesday evening at eight 
o'clock, at this place. 

Mr. Pender. — Before going you will all please to 
make a motion into the dining-room, where we will 
*'take up" what has been "laid on the table," and 
discuss it. 

We have given the proceedings in detail because it 
shows points which will be found laid down in that 
part giving the rules of order, but will give the rest of 
the proceedings in a briefer way. At the next meet- 
ing the By-Laws were adopted, and were as follows : 

BY-LAWS. 

Article 1.— The President, in addition to his ordi- 
nary duties as presiding officer, shall be, ex officio, a 
member of all standing and special conmiittees, and in 
his absence the Vice-President shall preside if present. 
The Financial Secretary shall receive all money paid 
into the Lyceum, keep accomit thereof, pay the same 
over to the Treasurer ^ and i*ex)ort iroiu Virafc Vo \atcv^ ^^ 
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required. The CoiTespondiiig Secretary sliall keep 
copies of all letters sent by him, and a file of all lettei-s 
received, reporting them Avhen I'etiuii'od. Tlie Ro- 
cordhig Secretary shall have custody of the ix'conls 
and all papere pertaining to his olHce during his term. 
The Treasurer shall keep an accurate account of all 
money received and paid, reporting annually on the 
fii^t Thursday ui October, and oftener if required by a 
week's notice from the Lyceum or the Executive Com- 
mittee. The Librarian shall make a catalogue of the 
books, pamphlets, and manuscripts, otlier than tliose 
appertaining to the several offices, catalogue the same, 
and keep them accessible to the members under such 
rules as the Committee on Library may direct. The 
Curator shall have charge of the nmseum, and of all 
property of the Lyceum not otherwise provided for. 
Each and every one of the foregoing officers, upon tlie 
expiration of his term of office, shall turn over tlie 
books, papers, and otlier property of the Lyceum in liis 
possession, to his successor in office. 

Article 2. — No officer shall be removed for mis- 
conduct in office, nor any member oxx^elled for misbe- 
hr.vior calculated to reflect discredit on the Lvceum, 
unless he shall have been furnished with a co])y of the 
charges agaii\st him, and be subjected to a fair trial, 
with every opportunity to make his defense ; but a ^ 
member may be suspended for disorder in debates if r 
he persist in that disoi*der after due warning from the i 
Chair; or he may be suspended for one year's arrear- / 
age of dues. 

Article 3. — The Executive Committee shall have 
charge of the affaii'S of the Lyceuw\, \\\\cv\^^^^^^^'>p\ 
not in session, with full power \/o ajc\.^ ^c«^^i?«2cv?^ ^J^ 
3 
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action, with the reasons therefor, at the next meeting? 
of the parent body. The Auditing Committee shall 
audit all accounts, and all bills against the Lyceum, 
and report upon the former and endorse the latter as 
correct. The Committee on Debates shall arrange for 
all public debates, have the management of, and the 
selection of subjects for discussion. The Committee on 
Lectures shall have the management and control of all 
lectures and set addresses delivered before or under the 
auspices of the Lyceum. The Committee on Finance 
shall devise ways and means, and attend to all other 
financial business assigned to it by the Lyceum, or in 
case of its non-session, by the Executive Committee. 
The Committee on Membership shall report ui)on all 
propositions for membership without unnecessaiy de- 
lay. The Committee on Literary Exercises shall have 
charge of all public literary exhibitions other than 
lectures and debates. 

Article 4. — The rules of order governing the House 
of Assembly of the State shall control the deliberations 
of this body, so far as the same may apply, but the 
order of busuiess at all meetings shall be as follows : 
1. Calling the Roll. 2. Consideration of the Minutes. 
3. Report of the Executive Committee. 4. Report of 
Standing Committees. 5. Report of Special Commit- 
tees. 6. Unfinished business. 7. New business, in- 
cluding the proposition and election of members ; but 
the reports of officers when called for or required, shall 
have precedence over the reports of standing commit- 
tees, and an election for an office or officers, which 
election shall be by ballot of written tickets, shall have 
precedence of unfinished business, andconnnunications 
may I)e ivccived at any stage of the business by unan- 
hiioup 
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Article 5. — These By-Laws may bo altered or 
amended at any stated meeting of tlie Society, i)i*()vided 
notice of said amendment and alteration be submitted 
in writing one meeting previous; and they may Ix) 
suspended by unanimous consent, but such sus])ension 
shall cease when the object for which it is matle shall 
hare been attained. 

The Constitution and By-Laws, having been adopted, 
and the former signed by the membei's present — thoi*e 
were now twenty-five in all — the Society went into an 
election for officers, when the following i)roceedings 
were had : 

Chairman. — To perfect our organization it is in order 
to elect permanent officers. How will the Lyceum 
proceed ? 

Mr. Brigqs. — I move we go into an election for 
officers, that nominations be first received, that when 
the nominations are closed two tellers shall be ap- 
I)ointed by the Cliair, who shall receive and count the 
votes. 

Chairman. — You have heard tlie motion ; are you 
ready for the question ? Those in favor will say Aye ; 
contrary, No. The ayes have it. It is carried. Nom- 
inations are in order. 

Mr. Briggs. — I nominate for President Mr. James 
Bayley. 

Chairman. — Any other nominations ? 

Mr. Briggs. — I move that the nominations close. 

Chairman. — This is gettinjj: to be ])ersonal. The 
Secretary will put the question. {Chairman vacatcfi 
the chair,) 

Secretary.— Those in favor oit\\^moV\.o\\^'^^^ S 
Ajre : contrary, No. Carried. 
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Mr. Briggs. — I move that the Secretary, as there is 
but one candidate, be dux3cted to cast the twenty-five 
ballots for James Bayley. 

Secretary. — It is moved that the Secrctary cast the 
unanimous ballot for Mr. James Bayley as Pi'csident. 
Ai'e tliere any objections ? Tliere beiiif? none, it is so 
ordei'ed. But there are no tellers. xVcting as tempo- 
rary chairman, I appoint Messrs. Nugent and Van 
Brunt tellers. Here is the vote, gentlemen. 

Mr. Nugent. — The tellers report, James Bayley, 
twenty-five votes. 

Secretary. — Mr. Bayley has received all the votes 
cast, and is duly elected President of the Pendersville 
Lyceum for the ensuing year. {President takes the 
chair.) 

President. — Gentlemen, I thank you foi this mark 
of your confidence, and, with your kind assistance, 
shall endeavor to preserve order at our meetings, and 
advance the prosperity of the Lyceum. The next bus- 
iness in order is the election of a Vice-President. 
Nominations in order. 

Mr. Briggs. — Mr. President, can't we vote on them 
all at once, and save time ? 

President. — It not having been ordei*ed that elec- 
tion of each officer be single, it is competent for the 
Lyceum to order their election in mass. If theixi be 
no objections, the Chair will receive nominations for 
each office in turn. Vice-President. 

Mr. Pender. — Mr. Armitage. 

Mr. Armitage. -Mr. Pendor. 

Mr. Pender. — I decline ; I am aml)itious of becoming 
Lilmirian, whore 1 can do some* good. Mr. Annitiige 
is better versed is rules of order than I. 
President. — ^'^ "'^ndcr declinos, awd ^Vaite^ his 



reaso}is. If there be no objections, the declination will 
be i-eceived. Any further noniinations ? Financial 
Secretary. 

Several voices : Mr. Van Brunt. 

President. — Mr. Roeloff Van Brunt is noniinate<l 
Any other noniinations ? Cori*esi)oncling Scci'otary. 

Mr. Briggs.— Mr. Proctor. 

Mr. Proctor. — I do not know that I can attend to 
it. 

Mr. Briggs. — Nonsense ; you Won't have a letter to 
write once a year. 

Mr. Proctor. — ^Well, if there be nothing to do, I 
can do that with any one. 

President. — Any further nominations ? Recoixling 
Secretary. 

Mr. Nugent.— Mr. O'Beime. 

President. — Mr. Michael O'Beirnc is nominated. 
Any further nominations ? Treasurer. 

Mr. Carey. - Mr. Barber. 

President.— Mr. John J. Barber is nominated. Any 
further nominations ? Curator. 

Mr. Briggs.— Dr. Mease. 

President. — Dr. Redmond Mease is nominated. 
Any further nominations ? Librarian. 

Many voices : Mr. Pender. 

President. — Mr. Jonathan N. Pender is nominated. 
Are there any other nominations ? If not, and thei*e 
be no objections, nominations will close. Gentlemen, 
prepare your tickets. The tellers will receive the bal- 
lots, and when all have voted, proceed to count them, 
and report the rcsult. 

(Tellei'S collect the tickets in Mr. Nugent's high 
hat.) 

Fkesident. — Has every gcnUevwaw no\xA\ ""^^ 
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election is closed, and tlie tellers will count and re- 
port. 

(Tellers dump the tickets on the table, and count 
by taking down the votes.) 

Mr. Nugent. — For Vice-President, Elmer Amii- 
ta^e, 24 votes and one blank. For Financial Secretary, 
Roeloff Van Brunt, 24 votes; Leonard Briggs, 1. For 
Corresi)onding Secretary, Leonard Briggs, 24 votes; 
John Pender, 1. For Recording Secretary, Michael 
O'Beime, 24 votes ; blank, 1. For Treasiutjr, John J. 
Barber, 24 votes; 1 blank. For Curator, Redmond 
Mease, 24; blank, 1. For Librarian, Jonathan N. 
Pender, 24; blank, 1. 

President. — The gentlemen named having received 
a majority of all the votes cast, are duly elected to 
serve for the ensuing year. 

Some further unimportant business was transacted, 
and the Lyceum adjourned, the Committee on Debates 
having been instructed to prepare a subject for discus- 
sion, to arrange the disputants, and prepare for a 
public debate at the first debating meeting for Novem^ 
ber. 

Now this form of proceeding will answer for almost 
any society, modified to suit circumstances, and as a 
further aid, we give, in a later part, forms of Consti- 
tutions and By-Laws to suit various kinds of organi- 
zations. 

In conventions, lodges, and societies of the more 
formal kind, they choose a Sergeant-at-arms, whose 
duty it is to obey the ordei-s of the Presiding Officer, 
or the body, in enfoi*cing order, and whose principal 
qualifications ai*e, that he should be good-natui'ed, firm, 
cool, and able-bodied, and a Door-keeper, who guards 
tJ2e enti'unce and keeps strangers from, the floor. But 
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of the management of conventions and quasi legisla- 
tive bodies we have little to say. They are g(nieKilly 
under the guidance of those well acquainted witli the 
rules of order and the etiquette of ])ublic (x^ciisions. 
This work is intended for the use of thos(5 who ait* not 
so well acquainted with either; though it is ]X)ssil)le 
that the most experienced may find here and there 
hints of value, or have some half-forgotten iK^ints 
recalled to memory. 



PART II. 

OFFICIAL DUTIES AND FORMULAS. 

The Presiding Officer.— Much of the success of any- 
associated body dejx^nds upon the pi»esidin^ officer, be 
he called President, Chairman, or what not. He 
should be selected less from his social position, his 
standing in the community, and his popularity, than 
from his ability to perform the duties of his position. 
He should be acquainted with the rules of oixler, be 
firm, courteous, quick of eye, sparing of si>eecli, im- 
passive, and impartial. Such a man commands re- 
spect, and his decisions are obeyed, and order and 
decorum preserved. He should always rise when he 
puts the question, decides a point of order, or other- 
wise addresses the meeting. Should he desire to ad- 
dress the meeting on matters out of his duty as 
President, or to discuss a question before the body, he 
should call the Vice-President, or in his absence, some 
other member to the chair. If his decision be appealed 
from, he should state his reasons fdr. the decision 
briefly, and then p:it the question whether the body 
will sustain him or not. If his decision be sustained 
or reversed, he sliould show no feeling, but calmly 
carry out the will of the body. He is the head, but 
also the servant of tlie organization over which he 
presides. As all orders for the payment of money 
have to he sigiv ' ' ' * 'le will see that VYv^'^ai^TcvewX. 
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has been properly authorized, and that all bills have 
been audited in the form prescribed. 

At the hour of meeting, or within thirty minutes 
thereafter, he will take his seat and direct the secretary 
or clerk, or other recording officer, to call the roll. 
If there be no roll he will quietly note the num- 
ber of members present. If in either case he find 
there is a sufficient number present, he will say : 

^* A quorum present. This meeting {or association^ 
or society^ or club, or section, or branch, or union, cw? 
the case may he) will come to order. The Secretary 
will read the minutes of the last meeting." 

If there be no quorum he will say : 

** There appears to be no quorum present; what 
order will you take ? " 

Thereupon the meeting will either adjourn, Wait a 
few minutes longer, or take measures to secure the at- 
tendance of enough members to form a quorum. 

In case of a quorum, the Secretary will read the 
minutes, and then the President will say : 

** You have heard the minutes read, what order do 
you take on them ? " 

Should any one arise to make a correction, or for 
any other purpose, he will say, ''Mr. President," or 
otherwise address the chairman according to his offi- 
cial title, and the President will respond by saying, 

*'The gentleman from " {naming the place he ^ 

represents if in a convention of delegates), or, " The 
gentleman on the right " {or left, or the centre, as the 
case muy be), indicating him by position, and, if pos- 
sible, not by name. If more than one rise, he will 
declare which was first up, or, if both rise at once, or 
he be in doubt, he will put the questiow •. 

"jKh and Mr. both claim l\ie ^oot. ''5>afe 
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chair is in doubt. Was Mr. {naming one) first 

up ? Those in favor will say Aye ; those of the con- 
trary opinion, No." 

If tlie house decide for the first, that settles it, and 
the second must wait. If not, then having rejected 
the first, the chairman says : 

** Mr. {naming the second) has the floor." 

Mr. now states his amendment. If it be a mis- 
statement as to himself, such as a false record of his 
vote among the ayes and nays, it is a question of 
privilege, and the secretary will be directed to make 
the correction; but on anything else, the correction 
will not be made if there be any objections, until it 
has been put before the house and voted in the aflBrm- 
ative. When all corrections are made, the question 
will be ; *^ Shall the minutes as amended be approved ? " 
and the question be put in the ordmary form. 

If there be no amendments or apparently not likely 
to be, the presiding officer may say : 

** You have heard the minutes. If there be no ob- 
jections "—and then he will pattse a moment, and 
look over the house to see if any member irises — ** they 
will stand approved. " 

Then he will say, **The next business in order is 
the repoi't of the Executive Committee " {or hoard of 
trustees, or hoard of directors, or whatever the title 
m of the suh-goveming hody may he). 

But, if it be an annual or other meeting, where the 
reports of officers are called for, he will begin with 
these, calling first for that of the Treasurer. Whjpn 
these are thi*ougli, he will go on with the Executive 
Cojnmittee, and then with, the others in succession, 
calling each by itFi name, as -. 
'tee on Finance." 
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These reports, being directed by the By-Laws, do 
not require leave in their order ; but when he reaches 
Special Committees, with a list of wliich he has 
been furnished by the Secretiiry, he calls them by the 
title of their subject; as, for instance: 

*' (Committee on Revision of By-Lsiws." 

The Chairman of the Committee rises and begs leave 
to report. If there be a cry of '* Receive," or thei'e be 
no objections, the presiding officer says *' Leave," and 
the Committee reports. Then he says : 

** What order shall be taken on the report ? " 

When a motion is made to adopt the recommenda- 
tion of the report, he treats it like any other motion. 
If a resolution at this stage be that the Committee be 
discharged, he does not put it, but says : 

" The adoption of the report dissolves the Special 
Committee, unless it be contiimed by order of the 
house," {or society^ clvb^ etc., as the case niay be). 
Then he calls the next Special Committee, if any there 
be, and so on. 

When Committees have all reported, he says : 

** Unfinished business." 

The Secretary states unfinished business, which is 
considered. When through, the presiding officer says : 

*^New business." 

This is not taken up if any communications be in 
order. If there be any, the Chair says : 

**A communication from {naming tJie 

source). Shall it be read ? " 

A cry of "Read" from any one is sufficient, or, if 
there be no objection, the communication is read., and 
either placed on ^e, on motion, or coi\?sv^ct^^^2a^^M:5y^ 
upon, at the pleasure of the body . ^\\eii \X.>a»& Xsr^w 
r&Ml, if no one rises to speak on it, \\e ^Vi^ «^ '- 
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** What is the pleasure of this meeting (or soidciy, 
etc, as the case may be) concerning tlie conmiunica- 
tion just read ? '■ 

When a motion has been made and seconded, the 
proper form for the presiding officer is : 

' ' It is moved and seconded that (stating the motion). 
Are you ready for the question ? '' 

Tlien if no one rises : 

** So many as are in favor will say Aye." 

When the ayes have voted, then say : 

** Those opposed, No." 

Judge by the sound, and if the ayes seem to have it, 
say: 

*' The ayes have it; the motion is carried." 

If the noes seem to be the largest, say : 

**The noes have it; the motion is lost." 

Or, he may direct the Secretary to read the resolu- 
tion, and when it has been read, say: 

*' You have heard the resolution; are you ready for 
the question ? " and then put the question as before. 

But when a question is not debatable, as a motion to 
adjourn, an appeal from the decision of the Chair, 
when that decision is on a matter of decorum, or on the 
order of business, he does not preface with asking, 
**Are you ready for the question ? " but puts it at once. 

The Chair will always pi»esume that a motion lias 
been seconded, whether he hears it or not ; but if some 
one rise and object that it has not been seconded, he 
will say : 

*' Is the motion seconded? " 

If there be a response, he will put the question. 
1/ thei*e he no res])onse, he will a.sk again : 
''Is th'* »T»/»^;/»ii seconded ?" lUuWi Wier^V^oxvo t^>^-5 , 
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** The motion not beinor seconded, is not beforp the 

Jiouse." 

If a decision be apjiecded frrun, when on a niutter of 
decorum in debate, or the order of bii>iness. >tate rea- 
sons for the decision, and add : 

**From this decision an api)eal has becai taken. 
Shall the decision of the Cliair stand ? " Put the 
question, and announce the result. If the ayes liave 
it, say: 

" The aves have it. The decision of the Chair stands 
as the judgment of this body." 

If the noes have it, sav : 

** The noes have it. The decision of the Chair is 
reversed.'' 

If the appeal be debatable, as, for in.stance. froiu a 
decision by the Chair upon a ix)rtion of the Coii;>titu- 
tion bearing upon the business in hand, the Chair 
prefaces the putting it to a vote by '* Are you ready for 
the question ? " 

But a decision of the Chair ui)on a matter having 
no bearing on the question before the house, such as 
an information given to any meniljer by request, not 
being subject to approval or revei^sal by the body, on 
such being appealed from, tlie Chair will say : 

*'The decision of the Chair being mere opinion, is 
not subject to appeal." 

When a member rises to a point of order, tlie Chair 
will say : 

*' The gentleman will state his point of ordc^'." 

When it is stated, the Chan*, if he consider it of 
force, will say : 

*'The point of order is well takeiv"\ a.\vd Ivo. will 
direct the speaker to refrain iYO\\\ (\\^a^\As>x , \\\A *=^'^"'>^>^- 
thme in order, or if the dis^^n'OieY \jvi ^vvfevawV ^"^ 
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direct tlie Ri>oakor to tako his seat, and not sufPer him 
to continue, save under leave of the house. 

If the Cliair considt^r tlie point of order not well 
tiiken, he will siiy so, thus: 

" The point of order is not well taken The p^'Utle- 
nian who was speaking will ix^suine his remarks.'' 

Where the Chau* is in some, hut not much, douht 
alxnit a vote, he will say: 

** The ayes appear to have it '' {or noes, as the case 
may he)^ and pause to wait a call for a division, or for 
the yeas and nays, and then, no one claiming either, 
will declare the result. 

Should a division be called for, the call is ** Divide." 
He will say : 

*' Those in the affirmative {or in favor) will rise, and 
remain standing until they are counted." 

He will then count, announce the number up, and 
say: 

**Grentlemen will be seated. Tliose in the negative 
{or opposed) will rise. " 

And then announce the result. 

Should the yeas and nays be called for, he will 
divide the house in the same way, but will only put 
the affirmative, and if four or more are up, he will 
stop counting at four, and say : 

** Four up. The yeas and nays are ordered. Gentle- 
men, when their names are called, will answer aye or 
no. Secretary call the roll." 

Tlie Secretary having handed him the check-list con- 
taining the vote, he will announce the result in tliis 
way: 

** Yeas, {^laming nuniJl)er) ; Nays, {tiaming numJwr), 
The motion is carried," {or, *4ost," cw tlie case may 
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If, wheu the Chair calls for a division on the call 
for the yeas and nays, there be a cry of ** Vote," there 
must be a call by yeas, only the affirmative being 
called, but it proceeds no further after the requisite 
four votes are had. When a member demands the 
order of the day, the presiding officer says : 

'' Will the society proceed to the order of the day ? " 

If no objection be raised, the oi*der of the day is 
proceeded with, the Chairman saying : 

*' There are no objections. The order of the day, 
which is {stating it), will be proceeded with." 

But, if objections be raised in the shape of a motion 
to pass the order of the day, or to defer it, or to post- 
pone its consideration indefinitely, or to a time certain, 
the question on that will be put in the ordinary form. 

If an objection be raised, either to the considera- 
tion of the subject in genei^al, or as to the time of 
taking it up, the Chairman will say : 

** Shall the question be considered?" and put the 
question. 

If it be moved that the meeting go into committee 
of the whole on any question, or m order to have a 
fi'ee discussion on general mattei's, he will say : 

*'It is moved and seconded that this body go into 
committee of the whole on " (stating the subject, or, 
*'on the state of affairs"), put the question, and if car- 
ried, vacate the Chair, and place some member therein. 

If disorder which its Chairman is unable to repress, 
occur m committee of the whole, the presiding officer 
will (or may) resume the chair, and say : 

'*The committee of the wliole is dissolved. The 
meeting (or clvb, society, or whatever it may be) will 
come to order, (rentlemen will te s^aXftA..'''' 

To restore oMerj he will say ; 
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*'Tliis in(H?tin^»' must come to order. Gentlemen 
will resume their seats." 

And li<* may use his ^avel pretty liberially. 

If it l)e found imiK)ssible to it»store onler, and it be 
impractical^le to n^sume business, he may exercise the 
i*eserved power inhei^eut in every pi'esiding officer, and 
say : 

"In cousecpience of extreme disorder, this meeting 
stands adjourned/' 

And then no business is in order until tlie meeting 
is a<!:ain i*e^ularly convened. 

When the liour arrives for the order of the dav, if a 
member calls for it, he will Siiy : 

*' The order of the dav is called for. Tlie house will 
pi-ocecjd to consider it.'' 

Or he will state the fact, if no call be made. 

Should a member move to set aside the oixler of tlie 
day, he will say : 

" It is moved to pass the order of the day, and pro- 
ceed to other business," and put the question. 

On a motion to fix the time of adjournment, he will 
say: 

*' It is moved and seconded, that when this body ad- 
journ, it adjourn to" {naming date, hour, and place), 
and then put the question, asking first, *'Are you 
i*eady," etc. 

And if a member should put the motion to adjourn 
to a fixed time, he will divide the question, and put 
the time and place in the above shape, because the 
time and i)lace, being debatable, must be fixed, if at 
all, before the motion for adjournment, which is not 
debatable. 

Th<^ motion for adjoiu'nment is put : 

' *7/ js moved and seconded that tlvva bv>d>j do Tisy« 
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adjourn. Those in favor will say Aye ; contrary, 
No." 

If carried, say : 

*'This meetuig stands adjourned to {naming date, 
place, and hour,) " 

Or, 

* ' This meeting stands adjourned to the next stated 
meeting. " 

Or, in case of a meeting whose association termi- 
nates : 

*^ This meeting stands adjourned without day." 

But though an adjournment is not debatable, the 
yeas and nays can be called upon it, as on any other 
question. 

Sometimes two or more conflicting motions are bef oi*e 
the house, as, for instance, a resolution orderhig the 
payment of money. A. moves to amend, by a rider, 
providing that 10 per cent, discount be allowed ; B, 
moves to commit it to the Auditing Committee for 
further consideration ; C. moves to postpone to the 
next meeting ; and D. moves to postpone indefinitely. 
Here are four distinct and conflicting propositions. In 
such a case the presiding officer says : 

'* There are four motions before the house. Tlie first 
ill order is the motion to postpone indefinitely. Are 
you ready for the question ? " and, if no one rises, puts 
the question. If successful, that disposes of the matter, 
and the other questions are not put, since there is noth- 
ing to postpone to a time certain, commit or amend. 
If the motion fail, then the presiding officer says : 

^' The question now occui's on the motion to post- 
pone the consideration of the subject before us until 
the next stated meeting. Are you ready^" etc., and 
puts t!. ' (iiiesiiou if no one claixiv W\fe ^<aQt* 
■1 
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Should this motion fail, he next puts the motion to 
commit, and if that fail, the question on the amend- 
ment. 

Should some one rise and make a motion to amend 
the amendment, he puts that first, and then, if there 
be no fmrther amendments, on the question as amended. 
But should some one move to amend the amendment 
to the amendment, he says : 

** The amendment being an amendment to an amend- 
ment to an amendment is not in order." 

We have used the words ** meeting," ** house," and 
** body " as having the same force. It would be well, 
however, for the presiding officer to always say *' so- 
ciety," '*club," '* association," or whatever appellation 
the organized body takes. 

Financial Secretary.— This is a foreign innovation on 
American custom, but in some cases a useful one. The 
Financial Secretary should keep a regular book or 
books, journal, and ledger, and open an account, by 
single entry, with every member, as well as one with 
the society, and under such other titles as may be 
needed. Or, he may use double entry, with two 
books, one page of the journal used for original entry, 
and the other for journalizing the account, from which 
it is transferred to the ledger. He should post regu- 
larly, so as to be able to give a transcript from the 
latter when required. His receipts from the Treasurer, 
to whom he should at once pay money received, should 
be kept filed ready for reference. Or, whei*e the 
transactions ai^ simple, tlie form found post (A, Part 
v., Financial Forms and Lists) will answer. 

Recording Secretary. — The recording officer of any 
orgunizatio]! should be careful and rc\^>;)aoiiAcs\. ^'^ 
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should read well, and enunciate distinctly. Words 
fully pi'onounced will be heard by all, even in a low 
t )ne, but the loudest voice is not always understood, 
ir* the language be mouthed or hurriedly ]X)uivd out. 
The minutes should contain a i*econl of all that is 
done, but nothing that Ls said, unless it l)e ncc('ss«iry to 
a full undei-standing of action. The Secretary has 
little to say except in reply to demands for informa- 
tion by the Chairman or by membei's through the 
Chairman, and to announce the vote when yeas and 
nays are taken, which he does to the Chair. 

When the yeas and nays have been taken down on 
any question, he should indorse the number of the 
motion on the back of the check-list, and, after reading 
the vote, somewhat as follows : 

Yeas : Messrs. Ayers, Armitage, Beck, Brown, Day, 
Fearey, Qaston, Harris, Hyde, Jones, Keasby, Lowe, 
Magruder, Wilkinson, Tracy — 15. Nays : Andereon, 
Jacobs, M'Neven, O'Toole, Watson, Yates -6. 

He should wait a moment to enable members to 
correct any error of voting, and then hand the list to 
the Chairman. 

He shoidd number eveiy resolution or written paper 
on its back, indorsing tihereon the date and name of 
mover, or title, if it be a report ; and the papers for any 
one session should be placed in a separate envelope, 
and the date of meeting, with the word ''Papei-s" in- 
dorsed on that, with the name or initials of the so- 
ciety. 

His duty is to give notice to members of all meet- 
ings, stated or special, by post or messenger, in good 
time, and the expense of postage or messenger is to be 
allowed by the society. In these I\ot\e^s^ \\^ ^\\«v\V<k \v^. 
the word *' stated,'' ^'adjounied s^aleOL^ o\ ^^ ^>^^Y;yS.;' 
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before the word meeting. If for a special Tneeting" lie 
should stilted hrieH y at the bottom, the sjKicial business 
for which the meeting is called. 

When ordered to transcribe a i^solution of approval, 
condolence, or what not, he will head it: 

" At a (' special ' or ' stated ') meeting of the {naming 
the society)^ held {giving the date) the following reso- 
lution, on motion of Mr. {giving the mover s name), 
was adopted; {or, *mianimously adopted.')" Then 
insert a correct copy of the resolution, and add : 

*' A connect copy of the minutes." 

, {Giving name.) 

Recording Secretary. 

If it be ordered that the President sign the copy, the 
Secretary will let the President sign after the words 
**A correct copy of the mmutes," and append his name 
and office on the left-hand side, preceded by the word 
** Teste," or '^Attest." 

The following record of the session of a society will 
give hints as to form and method : 

At a stated meeting of the Barboursville Literary 
Society, held at their chamber, on the evening of May 
4, 1887, the President in the chair, and Abel Gamett, 
Secretary. Tlie meeting was called to order at 8 
o'clock. Present, Messrs. Gage, I. L. Smith, J. O. 
Smith, Taliaferro, Garnett, Blair, Eussell, Greene, 
Sayre, Barton, L. Brown, Murphy, Eidge, Sickles, 
Warner, Edge, and Granger. 

The minutes of the previous meeting were read, 
amended, and as amended, approved. 

Tlie Treasurer reported, by direction of the Execu- 
tive Committee, the condition of the treasury, by 
which it appeared that there was a balance in his 
hands of eleven dollai'S and e\g\\teoYv cew^s?. V%V\A^n^^ 
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sum totally insufficient to meet outstanding obli^a- 
tious. (Rei)oi*t No. 1.) 

Tlie Treasurer's Report was, on motion, i^eferred to 
the Finance Committee, with instructions to devise 
ways and means, and report at the next meeeting. 

The Financial Secretary reported that fifteen mem- 
bers had not paid their dues for the present year, and 
that one was eighteen months in arrears. 

On motion, the Financial Seci'etarv was inslructe<l 
to make efforts to collect the dues in ari^-ears, and to 
report the result at the next meeting. 

On motion, Michael Brown, being hi arrears for 
more than twelve months, was susx)ended, according 
to Section 2 of Article 5 of the By-Laws, and the 
Secretary directed to notify him thereof. 

The Corresponding Secretary reported that he had 
received a letter from the Hon. John G. Carlisle, ac- 
knowledging his election as an Honorary member, and 
transmitting a copy of Powell's Report for the library 
of the Society. On motion, the letter was read and 
placed on file (Letter No. 1), and the Corresponding 
Secretary directed to acknowledge with thanks tlie 
receipt of the volume. 

The Librarian reported that the binding of four vol- 
umes in the library was in bad condition. (ReiK)rt 
No. 2.) The report was referred to the Committee on 
Library, with power. 

The Executive Committee and Standing Committees 
severally reported progress. 

The Special Committee appointed to prepare for the 
celebration of the anniversary of the Society, reported 
progress, and were continued. 

The matter of the form, of a dipVorcva. oi tcvkw^csrjc^c^ 
was taken up, the matter considereOi (^<esi^\v5Cvssvv^vi, 
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before the word moetin<;^. If for a special meeting ho 
shoukl state l)rieHy at the bottom, the siKJcial business 
for which the nice ting is called. 

When ordered to ti'anscribe a resolution of approval, 
condolence, or what not, he will head it: 

'* At a (' special ' or ' stated ') meeting of the {naming 
the society)^ held {giving the date) the following reso- 
lution, on motion of Mr. {giving the mover s name), 
was adopted; {or, 'unanimously adopted.')" Then 
msert a corixKjt copy of the resolution, and add : 

"A connect copy of the minutes." 

, {Giving name.) 

Recording Secretary. 

If it be ordered that the President sign the copy, the 
Secretary will let the President sign after the words 
'*A correct copy of the mmutes," and append his name 
and office on the left-hand side, preceded by the word 
'* Teste," or "Attest." 

The following record of the session of a society will 
give hints as to form and method : 

At a stated meeting of the Barboiu^ville Literary 
Society, held at their chamber, on the evening of May 
4, 1887, the President in the chair, and Abel Gramett, 
Secretary. The meeting was called to order at 8 
o'clock. Present, Messrs. Gage, I. L. Smith, J. O. 
Smith, Taliaferro, Garnett, Blair, Eussell, Greene, 
Sayre, Barton, L. Brown, Murphy, Eidge, Sickles, 
Warner, Edge, and Granger. 

Tlie minutes of the previous meeting were read, 
amended, and as amended, approved. 

The Treasurer reported, by direction of the Execu- 
tive Committee, the condition of the treasury, by 
whicli it appeared that thevo \\'as a \vA\a\\e,^. \\\ \\\^ 
hands of eleven dollai^s and e\";\\UH>\\ ce\\V^ V%^^^'^^^ ^ 
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sum totally insufficient to meet outstanding obliga- 
tions. (Report No. 1.) 

The Treasurer's Report was, on motion, referred to 
the Finance Committee, with instructions to devise 
ways and means, and report at the next meeeting. 

The Financial Secretary reported that fifteen mem- 
bers had not paid their dues for the present year, and 
that one was eighteen months in arrears. 

On motion, the Financial Secretary was instructed 
to make efforts to collect the dues in arrears, and to 
report the result at the next meeting. 

On motion, Michael Brown, being in arrears for 
more than twelve months, was suspended, according 
to Section 2 of Article 5 of the By-Laws, and the 
Secretary directed to notify him thereof. 

The Corresponding Secretary reported that he had 
received a letter from the Hon. John G. Carlisle, ac- 
knowledging his election as an Honorary member, and 
transmitting a copy of Powell's Report for the library 
of the Society. On motion, the letter was read and 
placed on file (Letter No. 1), and the Corresponding 
Secretary directed to acknowledge with thanks the 
receipt of the volume. 

The Librarian reported that the binding of four vol- 
umes in the library was in bad condition. (Reiwrt 
No. 2.) The report was referred to the Committee on 
Library, with power. 

The Executive Committee and Standing Committees 
severally reported progress. 

The Special Committee appointed to prepare for the 
celebration of the anniversary of the Society, reported 
progress, and were continued. 

The matter of the form of a cWpAoTtvtv. oi \xvKTCi!c^Y^\^ 
was taken up, the matter consideTeOi (^^^jc^x^JCvsm^^- 
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3, April 9), and the further consideration, on motion, 
postponed until the next stated meeting. 

The Financial Secretary, on leave, specially reported 
that the recjently suspended member, Mr. Michael 
J^rovvn, had entered the room and paid the dues in ar- 
I'eai's, and also the dues for the present year. On 
motion, the suspension was removed, aad the member 
reinstated. 

A paper on the early history of the county was read 
by Mr. Percy Taliaferro. 

On motion, the thanks of the Society were given to 
Mr. Taliaferro, and he was requested to furnish the 
Society with a copy of his valuable essay for the 
Archives. (Essay No. 9.) 

On motion, the Society adjourned. 

Abel Garnett, 
Recording Secretary, 

The object of numbering and dating all dociunents 
is evident. The Secretary should prepai'e, before every 
meeting, a list of unfinished business, special orders, 
and special committees, for the use of the President. 

Treasurer. — The Treasurer is required to report at 
stated periods, annually or quarterly, and whenever 
requiixid on proper notice. His report is liable to audit, 
and is referred to the Auditing Committee, who indorse 
on it their report. The form of the Annual Treasurer's 
Account in the Society whose minutes we have given, 
will be found jposf — (B, PaH V., Financial Forms and 
Lists.) 
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UEPORT ACXX)MPANYING THE TREASURER'S ACCOUNT. 

Barboursville, Va., Jan. 2, 1887. 

To Robert Blair, Es^ , President of the Barboursiyille 
Literary Society : 

Sir : — The undersigned, Treasurer of your Society, 
begs leave to submit herewith his account for the year 
just closed, and to request its audit and allowance. 

The small balance in the treasury is explained by 
the extra expenditure for books, which was more than 
double that expended for last year. As we have 
now three additional members, witli the names of five 
more before the Committee on Membershij), and as 
none of the members have withdrawn or died, we have 
every prospect that the funds for the coming year will 
meet all probable demands. 

All of which is respectfully submitted. 

Francis Edge, 
Treasurer. 

Librarian. — The Librarian's duties are shown by his 
title. He has the custody and control of the library. 
In large institutions, and where there is a large 
library, he is a salaried officer, and has sevei^l assist- 
ants. But the librarian of a small society has not so 
much to do, and sei'ves " for the love of it." He has 
to prepare the catalogue, or add to it if it be already 
made out ; to lend the books to members, keep a record 
of their loan, see that they are returned, note their 
condition when tliey are taken out and when tliey are 
bix)ught back, and report annually or oftener their 
state, and the needs of the library. His annual report 
should be brief and to the pomt — a record of facts, 
with necessary suggestions aiiiSL '!c^ic,o\xv\wewKs6^^^^ 
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The following report will serve to sliow how that imrt 
of the work should he done. 

It is headed in the same way as the Treasurer's or 
Financial Secretary's Reix>rt, and date. Then it goes 
on: 

The Librarian begs leave to present his annual re- 
port. The number of books added to the library, as i)er 
annexed list, during the year, has been eighteen, name- 
ly, two quarto, eight octavo, and sixteen duodecimo vol- 
umes, making eleven distinct works. The other books 
in the library amount to two hundred and nine vol- 
umes, of which one hundred and eleven are works of 
fiction. It is recommended that there be an addition 
in the way of books of reference, among the rest a 
good encyclopaedia There are four volumes of MSS., 
including some autographs. Several of the novels — 
five of them particularly so — have loosened covers, 
and should be substantially bound. The Librarian is 
gratified to find that the books have been in constant 
use during the year, and recommends a liberal ai)pro- 
priation for the purchase of new works. 

All of which is respectfully submitted. 

J. N. Pender, 
Librarian, 

(For form of Lending-Book, and list of new books, 
see C and D, Part V., Financial Forms and Lists, 
post.) 

The lending-book for the library should be carefully 
kept, and should show the size and catalogue number 
of the book, tlie title, the name of the party taking it 
out, the date of return, and the condition of the book 
when brought back, all in parallel columns. 

T})e books should be covered with muslin, and the 
condition of this additional cover careiuWv Av>oV<>i\ \v>». 
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The cases should have closed doors, to pi*otect the 
books from diist. lu binding books anew Russia 
leather only sliould be used, as it is th(^ only covering 
free from attacks by insects. 

The catalogue for a small library is sinii)le, but it 
should have method. There should be two books — 
one numerical, the other by subjects. The former 
should contain, first, the author's name ; swond, tlie 
full title, mcluding place of publication and dat<* ; 
third, the size, which may be abbreviated, as Svo or ( ), 
for octavo, 12mo or D, for duodecimo, etc. The second 
should have each book placed under its class, History, 
Biography, Poetry, Fiction, Law, Medicine, Art, Gen- 
eral Science, etc. Or, if a small library, alpliabetically 
arranged by anthors' names. Tliis last book is the 
catalogue to be consulted ; the first is the mere record 
of the library. 

The Curator. — The Curator has charge of all the 
proi)erty of the Society not pertaining to the sevenil 
offices, exclusive of the library, although in small 
associations the Curator and Librarian may be one. 
If there be a museum of objects of science or art, it is 
his duty to keep them in order, have them displayed 
properly for the inspection of membei's, and keej) a 
correct list or catalogue of them, and of the pro])ei'ty in 
charge. He reports annually on the condition of tlie 
property, and from time to tune when any accession 
has been had to the collection. 

The following will serve to give a notion of the form 
of annual report : 

To Arnold Byrne, M.D., President of the Newark 

Academy of Science: 
Sir : — 1 beg Jeave to subivul luy a:!aix\vjJi\^^^^^ss«^^^> 
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The mineralogical cabinet has l)oeii increased during" 
the past year under the direction of the Committee 
on Museum, by exchange, gift, and purchase, by 
twenty-one specimens ; the entomological collection 
by eighty-four, all tlu*ough si)ecimens contributed 
by membei's ; the ethnological by one, a Papuan war 
dress, the gift of Lieutenant Bi^ace, U. S. N. ; and the 
zoological by five, a prepared specimen of the Manatee 
(male), a pair, male and female, of the dog-headed 
monkey, and a pair, male and female, of the Gemsbok, 
from South Africa — all by purchase. 

The list of j)ersonal property, which is all in good 
condition, having been kept where needed in repair, is 
annexed to this report. 

The executoi*s of the late James Moran offer his fine 
collection of American antiquities, chiefly American 
stone weaix)ns and implements, at a price far below its 
value, and I recommend its purchase. Such an op- 
portunity to add to our museum, at a reasonable cost, 
may not again occur for years. 

All of wliich is respectfully submitted. 

William J. Curran, Ph.D., 

Curator. 

The Vice-President. — It is not necessary to consider 
him, because he is only the fiftli wheel to a coach. 
When he takes the place of the President, his rights, 
powers, and duties, and the fonns he uses, are those of 
the presiduig officer. 

The Sergeant-at-Arms. — There are few societies that 

require the services of this officer. His duties are 

purely physical, and he is to execute the ordei's of the 

hofly, to use fierce if needed, to eject unruly pef)ple. 

Ife is also the messenger of tlie society, \« \>Qi'!\e\\\.\si 
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Viunt up absent members when tlieir presence is 
xieeded to form a quorum. He should have firmness, 
j^ood temper, courteous manners, and a thorough de- 
velopment of the biceps muscle in both anns. 

The Door-keeper. — The Door-keeper is rarely nciKlcd, 
but in societies whose proceedings are requii-ed to Ix? 
kept moderately secret, he may be appointed. He will 
obey the orders of the Chair as to- the admission of 
parties other than members. 

The Executive Committee. — The Executive Committee 
of an association, whether called by that name or 
Trustees, Directors, or any other, is an important one, 
as it is really the working part of the concern. Where 
a body meets frequently the Executive Committee is 
not needed ; but when the sessions are held yearly, 
quarterly, or even monthly, the Executive Committee 
is proper in order to maintain continuous action. But 
though gifted with power to act while the main body 
is not in session, its functions are mainly executive. 
It should plan nothing except an emergency arises, 
and then should report its action, and give the reasons 
therefor, at the next meeting of the main body. 

Although the officers of an association are generally 
members ex officio of the Executive Committee, it is 
a distinct though dependent organization, and has 
the right to choose its own chairman and seci^tary. 
As it reports to the main body while the Pnsident is 
in the chair, it is obviously inconvenient lliat the ])re- 
siding officer of the main body should be at the head 
of the Committee. 

This Committee, being an important one, comes 
under the rules of order the sasxvb^^JCkfcVdX'^^^ Wi^^ 
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but, as in coniinittcKi of the whole, the discussion is 
freer, and niav be more conversational. 

The reiK)rt of the Executive Committee, which should 
be made to every meeting, sliould give their action in 
full detiiil and 1x3 in writing. It is headed with the 
usual fonn, "The Executive Committee beg leave to 
ixiiMU't," and concludes with '* All of which is respect- 
fully submitted." But if there has been no action 
taken, the i*ei)ort is only a verbal one, and the Chair- 
man merely rises in his place, when the name of the 
Conniiittee has been called, and says, ** The Executive 
Committee beg leave to report progress," which, in 
this case, really means it has made no progress at all ; 
but such is the customary fonn. 

Committee of the Whole.— The Committee of the Whole 
is mei'ely the Avliole body freed somewhat from the 
stringency of the rules, for the purix)se of freer discus- 
sion. But, to preserve order, the rules are adhered to, 
except that members may s|)eak more than once 
to the same subject. But the Committee, though it 
may discuss, can act on nothing. If it approve any 
amendments, it can only recommend these to the main 
body when it rises. When it is tlu^ugh, it does hot 
adjourn. A motion is made that the Committee rise, 
which the Chairman puts. If carried, he leaves the 
chair, the pi^siding ofHcer takes it, and the Chairman 
of the Committee of the Whole says : 

' ' The Committee of the Whole, having gone through 
the business rc^fi^Ted to it, Ix^gs I(»avo to ro]>ort." 

When l(»ave is granted, which is generally by a cry 
of "Tjeave," or "Receive," the Chairman says : 

" Tlie Committee report that {aiuliiainesany rrcom- 
??ie7idation it may mak€)P 
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Or, if the Committee have not concluded the con- 
sideration of the subject, he says : 

**The Committee, accoixling to order of the Society 
(or whxitever name the body yyiay hear), liave duly 
considered the business referred to it, and made 
pix>^^ss thereon, but not having time to conclude the 
same, ask leave to sit again." 

The other guides will be found under their proper 
headings in Part IV., *' Rules of Order." 

Finance Committee. — This is sometimes called the 
Committee on Ways and Means, which is a better 
name for it, as it implies its duties. It is governed by 
the same rules as other committees. The first named, 
as in all committees, is considered to be the Chairman, 
though if the Committee should choose, it can displace 
him for another. Such a course is considered dis- 
courteous. 

Committee on IMembership. — To this Committee appli- 
cations for membership are referi-ed. Their report, 
with the usual beginning, runs, " That they have con- 
sidered the application of {naming the persons) for 
membership, and recommend that he {or they) be re- 
ceived." 

Committee on Library.— This Committee attends to 
purchases or exchanges of books, under the direction 
of the main body, and are in communication with the 
Librarian, who should \w made ex officio a member 
of the Committee. 

Committee on IMuseum. — This has similar duties in \^- 
ffard to objects of art, science, or \\a\AXYy\\>\'&\wrs ^n?;'^^^ 
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the previous Committee, and the Curator should be 
ex officio a member. 

Auditing Committee.— This Committee not only in- 
siKH,'ts the accounts and vouchei's of tlie Treasurer and 
Financial Secretaiy, but all bills against the Society 
should Ix^ audited and allowed by them before being 
ordered paid. 

The form of approval of the Treasurer's account is, 
upon the statement itself, as follows : 

'' We, tlie undersigned. Auditing Committee, have 
examined the above {or Avithin, if indorsed on the 
back) account, and compared it with the vouchers, and 
have fomid the same correct." 

Then follow the signatures of the Committee. 

In the case of bills, these are indorsed on the back 
*' Audited and allowed," with date, and signed by the 
Chairman as Chairman of the Auditing Committee. 

The report begins in the usual way, and adds : 

*' That they have examined the Treasurer's account, 
compared it with the vouchei'S, and find it to be cor^ 
rect." 

Tlie report on bills, with the usual heading, adds : 

" That we have audited and allowed the accompany- 
ing bills, and recommend their payment. " 

If there be anything wrong about the bills, or any 
one of them, they so state, and reconniicnd what ac- 
tion they see fit. 

Other Committees.— Other stniuliug committees may 

be a])])oiiited on various subjects, acconling to ihe 

need of the Society, or because of its special objects. 

TJielr names should imply their dwW^i^. Ti\^^^^ VsJ&fc 

the fore<^oiiig, use the same ionwwla m Wvsvy x^^<j^\^. 

jmisuo the smixii method of acUou, a\xd ax^ ^on^^xv^ 
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by the same rules. None of them can sit during the 
session of the main body without leave. 

Special Committees. — These are governed by the same 
general rules, and use the same forms as the standmg 
committees ; but they can only consider and report on 
the business specially referred to them. 



PART III. 

RULES OF ORDER. 

Rule I. Of a Quorum. 

1. No businoss can bo tnuisacted without the pro*- 
eiicoof a sufficient numbtn* of inenil)crs, which numbcp 
is called a quorum. A quorum may be either natunil 
or artificial. A natural quorum consists of a majority 
of all the membei*s of the body. An artificial quonnn 
is any number that may be fixed by the Constitution 
of the body. 

2. If there should be a quorum present at the hour 
of meeting, or within a reasonable time after — gener- 
ally thirty mmutes, the jw^esiding officer will take the 
chair, and call the meeting to order. If not, he will 
state that no quorum is pi*esont. It is then competent 
for the members present to take steps to obtain enough 
members to form a quorum, or, if they think best, 
to adjourn. But no other business can be legally 
done in the absence of a quoi'um. 

8. At any time while the Society is in session, 
should it be discovered tliat no quorum is present, 
either the presiding officer may inform the body of 
iiie fact, or any member may call for a count. If the 
count show no quorum present, business must cease, 
and if no quorum be had, the body must adjourn. 

4. On a division, a quorum not. rising, the vote is of 
no effect. In the same way, if ihe immber o^ ^-^-^ja 
(G4) 
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and nays do not show a quorum to have voted, the 
vote is of no effect. 

5. In case of no quorum heing found during the 
transaction of any business, then the matter befoi'e 
the body remains as it was, and at the next meeting is 
in the same position as when the former meeting ad- 
journed for want of a quorum. 

2. Call. 

1. When there is a call of the house, it is proper for 
each member to rise, and answer to his name. In a 
small body rising is unnecessary. 

3. Minutes. 

1. When the presiding officer has taken his seat, 
and announced the presence of a quorum, after the 
roll has been called or otherwise, according to the rules 
of the society, the minutes are read. If found to be 
incorrect, they are amended, and in either case they 
are approved and adopted. The reading of the min- 
utes, if haste require it, may be suspended, if there 
be no objections. They may be read, however, at the 
call of unfinished business, or read and considered at 
a succeeding meeting. As they are the record of the 
house, they may be amended, if any error be discov- 
ered, at any subsequent meeting, and such amendment 
will be by motion, under the ordinary rules. 

2. In a legislative body the record is styled the joui> 
nal ; in ordinary associations, the minute-book. The 
minutes should be full, and record all that was done, 
or attempted to be done — not what was said, unless 
the latter be needed to explain some action. 

3. The proceedings of the Committee of the Whole. 
do not appear on the minutes oi \ke TftaMi\y^ ^\sv^ 

5 
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the report of that Committee and what action was 
taken thereon by the main body, is recorded. 

4. The Presidency. 

1. When the President is absent, the Vice-President 
takes the chair, and succeeds, for the time, to his 
powers and duties. If there be two or more Vice- 
Presidents, they take the chair in the order in which 
they stand on the roll, which is a transcript of the 
successful ballot, or of the time of their election. In 
the absence of the Vice-President, the society, or body, 
may place any member in the chair. 

2. A motion on a resolution of thanks to the pre- 
siding officer, or on anything personal to him, is put 
by the Recording Secretary, or the Vice-President, and 
where it concerns all the officers, it is put by the mem- 
ber who makes the motion. 

5. The Recording Secretary. 

1. If the Recording Secretary be al)sent, and if all, 
in case there be more than one, the body may appoint 
a tempoi'ary Secretary to take the minutes, and per- 
form the other clerical duties. 

6. Order of Business. 

1. Where this is not specially provided for in the 
By-Laws, it will follow the rule of the inferior house 
of legislation of the State, so far as the same can be 
made applicable. This is usually — 1. Call to order by 
the Chair. 2. Calling the roll. 3. Reading and con- 
sidering the minutes. 4. Reports of Standing Com- 
mittees. 5. Reports of Special Conmiittoes. 6. Un- 
finished business. 7. New business. 

2. Sjjecial orders come up at the time st t, under a 
call; if an hour he named, at that Iiouy •, \l woV, \A.\)ckfc 
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beginning of unfinished business. The election of 
officers is a special order, though an election to fill a 
vacancy is not, unless made so. The election of mem- 
bers is generally provided for in the By-Laws. 

7. Orders. 

1. When there is any order in existence, a member 
can call for its execution as a matter of right, and 
neither delay nor debate can be allowed. An order of 
the day is not of such a nature, however, for that is a 
mere arrangement of business which the body can 
change. Hence, if when the presiding officer puts 
the question as to whether the body will proceed to the 
order of the day, and it decides adversely, the order of 
the day is passed, and other business taken up. 

8. Commitment. 

1. Any matter referred to a committee is done on 
motion, though where it is of a nature appropriate to 
a certain Standing Committee, the presiding officer 
may say: *'If there be no objection, the resolution 
(addresSj or whatever it may be) will be referred to 

the Committee on " (naming it). If, after a 

pause, no objection be made, he will say: *'It is so 
referred." The Chair names a Special Committee, if 
one be made on motion. If any member name a per- 
son on the committee, the Chairman will appoint him, 
if no objection be made, since the absence of objections 
is equivalent to indoi'sement of the body. But such 
naming, unless for very good and special reasons, is 
almost disorderly, and shows a lack of confidence in 
the Chair. 

2. Where a particular tlimg is co\T^\»\\Xfci^ ^>^x^Jv^^ ^ 
the majority of members s\\ou\Ol \s^ Van^^^c^^^^ '^"^^"^ 
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even the minority should not be totally opposed to n, 
** The child should never be committed to a nui-se who 
cares not for it." If one totally opposed be named, he 
should rise in his place, state the fact, and ask to be 
excused. 

3. Where the matter referred is in writing, the Sec- 
retary will deliver it to the gentleman Jfirst named on 
the committee. 

4. A committee must meet at the time and place 
fixed for it ; but if neither be named, it can meet when 
and where it chooses. All the members must be pres- 
ent at the first meeting, or the committee cannot sit. 

5. The committee must deal only with the title and 
subject of the matter before it, as it finds it. It can- 
not change either. 

6. In regard to written matter, if it be referred to a 
committee, the committee can report amendments 
separately and recommend them, but cannot them- 
selves alter the paper. But if the writing originate 
with it, the committee -can consider it paragraph by 
paragraph, amend it as it sees fit, and adopt and re- 
port it as a whole. 

7. When the committee has done, or wishes to report 

progress, it rises, and the Chairman makes report to 

the main body. 

9. Committees. 

1. A Standing Committee exists through constitu- 
tion of the Society, and sit permanently; while a 
Special Committee is appointed under a resolution, 
and when it has considered tlie matter referred to it, 
and reported thereon, is dissolved, unless continued by 
the main body. 
^. The person first named on tlie coumvitte^ acts as 
Chairman, aiid calls the comimttee\.ov^e\\\eic. ^^n^x- 
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theless, the committee has power to supersede hhn by 
another Chairman. This, implying a want of confi- 
dence, is never done, however, in practice, unless the 
Chairman should provoke it by ill conduct. 

3. The mover of a successful resolution calling for 
the appointment of a committee, is placed first upon 
it; but if it be organized for the purpose of investigat- 
ing his conduct, or on some matter where his char- 
acter or interest is concerned, this rule is not followed. 

4. Committees in their sessions are governed by the 
established rules of order. 

5. The Chair appoints all special committees, unless 
otherwise ordered by the body. 

6. Business referring to the special purpose for which 
a standing committee is organized, should properly be 
referred to it ; but the body, for good reason, or even 
arbitrarily, can refer the matter to a special committee. 
Sometimes, when a standing committee is overloaded 
with business, this may be done with advantage. 

7. In the matter of reporting, the difference between 
committees is this : standing committees are supposed 
to sit always when the main body is not in session, and 
are to report at every meeting; while special commit- 
tees, unless directed by the resolution creating them, 
may require an order of tlie body to make them re- 
port. But their failing to report is disrespectful. 

8. Unless by order, a conmiittee cannot sit while the 
main body is in session. 

9. A majority of a committee is necessary for a re- 
port, though the minority will be always granted leave 
to bring in a counter report. Sometimes, in a com- 
mittee, a majority cannot be found to concur. In that 
case, the committee does not pY^j&eul ^fcN^\^ xwvvvss^r^ 

reports; but the Chairuiau reporVs* Wvfe Ve^*^ ^^^^^ "^^ \ 
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disa^^ree, to the main body, and asks tliat the commit- 
tee be discharged. They are then to be discharged. A 
new conunittee is to be appouited, or the matter re- 
feri*ed to the conunittee of the whole house. 

10. It is the duty of all named on the conmaittee to 
attend the sitting of the committee, when notified by 
the one first named; and it is the duty of the one first 
named to call them promptly together. 

1 0. Committee of the Whole. 

1. When the body, for greater freedom of debate, or 
to consider some special subject, thinks proper to go 
into committee of the whole, the usual course is for 
the pi'esiding officer to vacate the chair, and call 
another member to it. Of course, this committee, 
like any other, has the reserved power to choose its 
own Cliairman. 

2. While in session, should any communication be 
offered, it lies over. Should its reception be necessary, 
the committee must rise, to enable the main body to 
receive it. 

3. Tlie committee cannot adjourn, but must rise and 
report, like any otlier committee. It cannot take the 
yeas and nays on any subject before it, nor call the 
previous question. 

4. In case of confusion or disturbance which the 
Chairman of ilie Conmiittee cannot or does not re- 
press, the presiding officer of the body may take the 
chair and i)r(K*laini the eonnnitiee dissolved. It must 
then liave leaver Ix^foi'e it eini sit a<»:aiii. 

5. If the business before the Connnittee of the Whole 
be of a special nature, and is concluded, it will be 

moved ihiii tlio coniniitiee rise a\\dYi>\x>Y\,\\ww^^in^; 
jf not cojicludcd, or if ilic sub^ccX, \i^ ^viusiY'A, \5aRi 
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motion is to rise and report progress. In all cases, the 
presiding officer takes the chau\ Then the Cliaimian 
of the committee either reports the proceedings of the 
committee, if final, and this roiK)rt is ti'eated accorduig 
to the rules governing reports, or, if the business be 
finished, he reports that the counnittee has considei*ed 
the business assigned to it, and has made progress 
therein, but not having time to conclude the same, ask 
leave to sit again; and leave is given it to report 
then, or at some other time, either by motion, or on 
call of a member, if there be no objection. But when 
the conuriittee rises from a general consideration of 
affairs, the Chairman merely reports progress, and the 
reception of the report dissolves the committee. 

6. Greater latitude of debate is allowed in the com- 
mittee of the whole, than in the main body. Tliat is, 
the members are not so strictly confined to the subject 
matter, and may speak more than once to the same 
subject. Otherwise, the same rules of order as to 
decorum in debate, applied to the main body, govern 
the Committee of the Whole. 

7. Al motion to rise and i^eport progress is in order at 
any time. But, if the committee rise and report prog- 
ress, this brings the matter before the main body, 
which may either take up the subject, or recommit it, 
by giving the committee leave to sit again. 

1 1 . Reports of Committees. 

The report of a committee is made by the Chairman 
of a committee, who stands in his place and informs 
the body through its presiding officer, that the com- 
mittee to whom such and such a matter {naming it) 
was referred, has directed him to report thereon^ and 
asks that the report be received, li a.cT^ o\ "'^^^^^v^v^viT' 
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or ** Report," be heard, and there be no objection, it is 
received. If objection be made, the question is put on 
its reception. The Chairman then reads the written 
report, and delivers it to the Secretary. The report is 
laid on the table to be called up by motion, and the 
committee is thereby dissolved, unless continued by 
motion. 

12. Motions. 

*1. **A motion is a proposition by two members," 
therefore it I'equires to be seconded as well as moved. 
The presiding officer usually presumes that a motion 
has been seconded, but if the question be raised, must 
inquire if it be seconded, and if not, it cannot be enter- 
tained. 

2. If any member desire it, a motion must be put in 
writing, and when required for information, must be 
read, but on repeated demands for reading, evidently 
for delay, the main body may order further reading to 
be dispensed with. 

3. While a motion to adjourn is said to be always in 
order, it cannot be made while a member is speaking, 
for that is a breach of privilege, and if a member give 
way to a motion to adjourn, he has the floor when the 
same question is reached at a subsequent meeting. 

4. An appeal beinp: in the nature of privilege does 
not require to be seconded. 

13. Amendments. 

1. As an amendment takes place of the main ques- 
tion before the body, it takes pix^cedence, and must be 
disposed of before the main question can be further 
considered. And in tiie same way aw awvewdment to 
an aiuendiueiit must be act^d upow Aieloir^ >i\\'i ^t^\. 
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amendment. But an amendment to the second amend- 
ment is out of order. 

2. When a privileged question arises, it is not sub- 
ject to an amendment. Thus, a call of the house, or 
motions to adjourn, to put the previous question, or to 
lay on the table, are not amendable. 

3. But after one amendment has been adopted, it is 
in order to move another of a directly contrary nature ; 
for it is in the power of the main body to recede from 
its former action in perfecting its business, though the 
main motion, when amended and adopted as amended, 
can only be reached by reconsideration. 

4. Though a member may not speak twice to the 
main question without leave, yet he is entitled to speak 
on any amendment. 

5. Where an amendment to strike out the words 
of a motion is made, and an amendment by leaving 
out a part of the words ordered to be stricken out 
by the first amendment, and the second amendment 
prevail, the effect is that all the words not stricken 
out by the second amendment, stand in the original 
motion. 

(For instance, a resolution is introduced : ^^ Resolved^ 
That we approve the timely and worthy action of our 
President, in securing option for the renewal of the 
lease of the hall." A moves to strike out the words 
** timely and worthy." B moves to amend this first 
amendment by striking out the word ** timely." The 
question is then upon the second amendment: *' Shall 
this word stand as part of the resolution ? " If carried 
in the affirmative, the word * * timely " remains, and the 
words "and worthy " are stricken out, and the reso- 
lution by this is adopted in the ioWoV\xv^ ^«:^\ 
''Jiesolved, thaA. we approve tlie \Aiii!^^ ^SIyqv^ <^^ ^^^ 
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President in securing option for the renewal of the 
lease of the hall."; 

6. When a paragraph, or part of one, is proposed to 
be inserted, the friends of the main measure will en- 
deavor to make it as perfect as possible by amendments, 
since once inserted it cannot be amended, having been 
inserted in that form. In the same way, if it be proposed 
to amend by striking out a paragi^aph, or a part, the 
friends of the main measure will make that as perfect 
as possible. If the striking out be negatived, then the 
main body have agreed to it in that shape, and amend- 
ment is not in order. 

(When the measure, after being considered by para- 
graphs, or sections, is open to amendment in all its 
parts, the main body can strike out any paragraph 
previously adopted, under its reserved and inherent 
power to rescind its former action.) 

7. "V\Tien it is moved to strike out certain words and 
insert others, the mode of stating the question is first 
to cause the paragraph or section to be amended to be 
read as it stands ; then tlie words to be struck out, and 
then the words that are to be uiserted ; then the whole 
as it will read when amended as proposed. If a divi- 
sion of the question be called for, the question will be 
first put upoji the striking out, for if the words be suf- 
fered to stand, that bars the inserticm. But if it prevail, 
then the next question is upon the insertion of the 
words proposed. If that be lost, it is still ui order to 
insert others in lieu of those stricken out. 

8. While a new proposal of the same amendment is 
not hi order, if the proposition come in a distinct and 
different sha2)e, it may be admitted. Tlius, a motion 

Is made to strike out certain wovds awd m^ic^ «»\Xi^t«»^ 
and is lost. Then a motion is made \o slrv^e o^\.\. \5Qfc 
k 



RULES OF ORDER. 75 

same words and insert others differing from those just 
negatived. That is a distinct proposition, and is in 
oixier. If it be Jost, and a motion is made to strike out 
tlie words and insert notliing, tliat is a distinct pix)po- 
sition, and is in oi*der. It is held tliat if, when the 
motion on the striking out be taken, and negatived, 
that lets the words stand, and adopts the whole ques- 
tion, which is true ; but when on a motion to strike 
out and insert, the striking out is negatived, Jefferson 
thinks amendments are still in order, since the motion 
is only half put. His views seem to be right, and that 
is generally the practice. 

9. Even after the paragraph has been amended, it 
may be entirely stricken out on motion. 

14. Privileged Questions. 

1. *'When a question is under debate, no motion 
shall be received but to adjourn, to lay on the table, to 
postpone indefinitely, to postpone to a day certain, to 
commit, or to amend; which several motions shall 
have precedence in the order they stand arranged ; and 
the motion to adjourn shall always be in order, and 
shall be decided without debate." But all of these are 
cut off, if the previous question be ordered, for the 
main body, having decided to vote on the main ques- 
tion, must vote* on it as it stands. 

2. These privileged questions shall not only be enter- 
tained while the main question is being considered, but 
if made, ai^e to be put before it. 

3. Thougli a motion to adjourn takes precedence, it 
cannot be received while a question is being put by the 
Chair, or while members are voting upon it. 

4. T}ie order of the day , yj\v\c\v \s> ^ ^vs^lv^w qs\<X5^\<^«3^ 
to be taken up on a part\c\\VaY ^^a.^^Vs^^^'^^^^^^^^'^'^'^ 
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all other questions save adjouniment. Though an- 
other question be before the house on the day and 
hour named, the Chair must entertain a motion to pro- 
ceed to the order of the day, and put it to the main 
body. 

5. If postponement be ordered, the main question 
not being before the house, a motion for commitment 
or amendment or a call for the previous question is 
not in order; and if committed, it is not then before 
the body, and a motion for amendment or a call for 
the previous question cannot be entertained. 

6. Where a motion for amendment and conunitment 
are both before the body, that for commitment must 
be put first. 

7. The previous question cannot be called on either 
question to postpone, commit, or amend the main ques- 
tion. 

8. A motion for the previous question, commitment, 
or amendment cannot be postponed. 

9. Leave is required to withdraw a motion once be- 
fore the body; but, if there be no objection, a motion 
for leave is not needed. 

10. In filling blanks for amount and date, the ques- ^ 
tion is to be first put on the largest sum and the fur- 
thest date. 

11. The precedence of motions to commit, are: 1. 
Committee of the Whole. 2. Standing Committee. 
3. Special Committee. 

12. A motion to lay on the table takes precedence of 
postponement, commitment, or amendment, although 
neitlier of the first two can be laid on the table, and to 
lay an amendmejit on the table carries the whole 
question with, it — the amendment cawwot lie; laid on 

the table, and the main question \)e consivXer^. 



RULE8 OF ORDER. 77 

13. The time named in a motion to postpone may 
be changed by an amendment, and the amendment may 
be amended, but the motion for the amendment to the 
amendment must be put before the motion to insert \ 
and the same rule applies in the case of striking 
out. 

14. If a question of privilege, such as disputes be- 
tween members, or matters afiPecting character, it must 
be disposed of before the original question before the 
body is considered. 

15. An appeal from the decision of the Chair, and 
leave to withdraw a question, take precedence of the 
main question. 

15. Previous Question. 

1. When disorder is threatened during debate, or 
when the subject has been fully discussed, and further 
debate is merely dilatory, it is desirable to close debate, 
and vote upon the main question before the body. In 
various countries they have various modes of forcing 
this vote. In France they term it the cloture, here 
we call it moving the previous question. When done, 
it is often stigmatized as the gag-law, but if used wisely, 
' and not tyrannically, it is a proper measure to prevent 
waste of time. The mode of procedure is : when it is 
desired by the majority to close debate, for a member 
to call for the previous question. Then the house is 
at once brought to a vote, and if it determine in the 
affirmative, the vote on the main question, as it stands 
at the time, is taken without debate. 

1 6. Division of the Question. 

1. Where a question contains more parts than one, 
it may be divided on the call of a nie,i3a.bftv^ \i tlve. bod^ 
8o agree, and to such division t\ieTe^ Sa Asasoa^l ^^ ^^ 
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jection. If the parts be of a different and irrecon- 
cilable nature, the presiding officer may divide them 
of his own will, unless the body by a vote refuse to 
consent to their division. 

2. But these are distinct motions when once divided, 
and after the first part be decided, the second part, 
unless the previous question be ordered on it, is subject 
to amendment and debate. 

17. Coexistent Questions. 

1. Two questions may be before the house at the 
same time, yet one may be debatable and the other not. 
Where an amendment is moved, and then commit- 
ment, the latter motion opens the main question to 
debate. But the amendment is not subject to debate, 
since, the commitment having to be put first, the 
amendment is not before the body until the question 
of commitment, which may remove it altogether, has 
been disposed of. 

18. Equivalent Questions. 

1. When the questions are equivalent, the rejection 
of one will be the adoption of the other. Thus, a vote 
refusing to strike out words in a resolution, is equiva- 
lent to the adoption of the resolution as it stands ; but 
a motion to strike out A and insert B, though the 
questions are divided, if it be negatived, a motion to 
strike out A and insert C will be in order, because the 
last is a distinct proposition, on wliich the body have 
not pronounced. {See ante, 13, Sections 7 and 8.) 

19. The Question. 

J. The question must be ftrst put m Wi^ ^^Yxsvalwe^ 
a,nd then on the negative. 
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2. After the question has been put there is no debate ; 
but it is not put until both sides have been taken. 
Consequently, when a member has not spoken before 
to the question, he may speak before the negative is 
put, though it is bad taste for a member to arise after 
the aflfirmative, unless he have something new to say 
upon the subject that may tend to the information of 
the body. 

3. On such matters as leave to bring in reports, read- 
ing papers, leave to withdraw a motion, or other trifling 
matters, the formahty of a motion is dispensed with, 
if no member object, for the absence of objection im- 
phes unanimous consent. 

20. Division. 

1. When the afl&rmative and negative have been put, 
the presiding officer decides the result by the sound ; 
but if the sound be so near equal as to cause doubt, or 
any member call for it, he orders a division. 

2. A division is effected here by directing those in 
the affirmative to rise and remain standing until 
counted. When these have been counted, those in the 
negative are directed to rise, and are counted. He 
then proclaims the result. In some legislative bodies, 
notably abroad, they pass alternately through tellers, 
who report the numbers. In ordinary business, this 
would be unnecessary and clumsy. 

3. One-fiifth of the members present may call the 
yeas and nays, according to most legislative rules of 
order. In ordinary bodies, there is a fixed number of 
four, which saves trouble. 

21. Reconsideration. 
1. A question decided inay\)fticecoii^\<i'«t^^^^^xi^\v<5. 
motion mast he made by a iaem\>eic^\vv^^'>^^^^^^ 
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the successful majority, whether that majority be in 
the affirmative or negative. 

2. A motion to reconsider must be made at the meet- 
ing at which the original motion was passed or re- 
jected. 

3. The effect of a successful motion to reconsider is, 

that it places the original motion just as it was before 

the vote was taken, or the main question ordered ; and 

it is subject to the treatment of any other motion, in 

the way of postponement, tabling, commitment, or 

amendment. 

22. Appeal. 

1. An appeal from the decision of the Chair is a 
matter of right, except where the decision is on an 
outside matter, or a mere opinion for the enlighten- 
ment of a member, and except it be on a point of de- 
corum in debate, or on the order of business, opens to 
debate the grounds of the decision. 

2. The presiding officer has the right to state his 
reasons for the decision before the question is put on 
his appeal. 

3. The question being as to whether the decision of 
the presidnig officer shall stand as the judgment of 
the body, if the affirmative have a majority it stands ; 
if not, it is reversed. 

4. But appeals cannot be put one on the other, and 
a second appeal cannot be entertained until the first 
shall have been disposed of. 

5. No decision is subject to appeal unless it be upon 
some point legitimately before the body and in the 
progress of business. 

6. A decision made by a presiding officer, if disorder 
occur during a decision, or callmg oi \[\i^ ^^^^ ^^\ 

jjurs. /v fi.^i subject to appeal at that t\u\e,\>\x\. *\V \xi«;^ 
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be revised on appeal after the division or call is 

through. 

23. Papers. 

1. Every member has a right to have papers laid 
before the main body, or referred to a committee, read 
once at the Secretary's table, before he can be com- 
pelled to vote on them. 

2. But if a demand for another reading be made for 
information and not delay, the Chair, if there be no 
objection, will order it done. But if any one object, 
the Chair will put the question, and if the body vote 
negatively, the paper shall not be read. 

3. No member has a right for the reading of a 
paper not before the body, unless under a motion of 
leave. 

4. A member cannot read a paper, not even his own 
written speech, in place, unless by leave of the body, 
but this leave may be by imanimous consent, without 
the formality of a motion. 

24. Communications. 

1. When a communication is addressed to the main 
body, through the presiding officer, or otherwise, and 
presented, the question is to be put if it shall be re- 
ceived. It is not necessary to put the question if there 
be aery of '* Receive," or if no objections be made, 
when it shall be read, unless otherwise disposed of. 

25. Laying on the Tabie. 

1. To lay a thing on the table, is to reserve it for 
further consideration ; as it may be called up when 
ever the business to which it belongs is in order. 

2. When a motion to reconsVA^r \s\a\"^ Qw^^^a^^^ 
J( csarios the mi bject with it. In Gon^w^R^ 'Caa \^5^^ *>s. 

G 
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the other way with business which has been camec 

and prevents the bill, resolution, or what not, froi 

bein<^ reconsidered. But it is not so in the other legii 

lative bodies, nor is it good practice to make the ej 

ception. 

26. Things on the Table. 

1. If a matter be laid on the table by motion, it ca 
only be taken up by motion. But if laid there unde 
rules, or in consequence of some special order, the 
can be taken up on call, and each member has a rigl. 
to call, when the oixler of business to which they Ik 
long is reached. 

2. But to call it up when the mover is absent, or Ij 
his presence to call it up against his wish, is discoui 
teous, if it refer to any matter of private or local coi: 
cern in the mover's charge ; but if the laying on th 
table be for the evident purpose of delay, or for im 
peding businesj, then it may be called up fairly. 

27. Resolutions. 

1. All resolutions embodying any statement, pre 

posing action, or outside of mei'e motions of business 

must be reduced to writing if demanded, and the nam 

of the mover signed thereto. But a motion to adjourn 

to lay on the table, and the like, are not resolutions 

but motions. 

28. Rights of Members. 

1. It is the right of a member to have the questioi 
put upon his motion, if it have been duly seconded. 

2. It is the right of a member to have his appea 
from the decision of the Chair, if the decision be sufc 
ject to appeal, put before the body. 

S, It 18 the right of a member to m«»\&V m^tl \3ckSi ^-s 
ecn^ir^n nf a standing order oi thft\K>iVy. 



RULES OK ORDER. 83 

4. It is the right of a nieiiiber, if lie ol)sorve the 
absence of a quorum during the transaction of busi- 
ness, to call for a count. 

5. It is the right of a member who calls a member 
to order for disorderly conduct, to have his |K)int of 
order, after he has stated it, ruled ui>on by the Chair. 
But this does not permit him, under the pretext of a 
call to order, to make disoixierly interruptions of a 
member on the floor. 

6. It is the right of the mover of a question, or its 
proposer, or introducer, to close the debate. 

29. Trial of Members. 

1. The member must be given due notice that at such 
a meeting, charges will be preferred against him, and 
these charges must be distinctly stated in the notice, 
that he may know the nature of the off'ense charged, 
and how to meet the accusation. 

2. He is entitled to have witnesses examine<l in his 
defense, and reasonable delay for the purpose of ob- 
taining them. 

3. He must be tried only upon the charges made, 
and not on others wliich may arise or be developed 
during the trial. 

4. Nevertheless, he may be siispended for contempt 
in wilfully refusing to obey the legal and reasonable 
oixlers of the body, until he purge himself of the con- 
tempt. 

(Most constitutions or by-laws contain pi»ovisions for 
the impeachment and trial of membei's. Where such 
exist in the fundamental law creating Ihe society, or 
its by-laws, they supei'sede the above.) 
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30. Order and Decorum. 

1. When the presiding" officer takes the chair, ever 
member will be seated, uncovered. 

2. A member desiring to speak, must rise in hi 
place, stand and address the Chair, who will recogniz 
him by naming him, or preferably, indicate him by hi 
position, or if in a representative body, by the localit; 
or body which he represents. But if a member be a] 
invalid, the Chair may indulge him to speak sitting 
unless objection be made, when the Chair will submi 
the indulgence to the judgment of the body. 

3. When a member has been recognized and name< 
or indicated, so that the body knows that a membe 
has the floor, he is to be heard, and no motion is to b 
put, unless the house overrule him. 

4. If two or more rise about the same'^time, or nearh 
together, the Chairman will decide who was first up 
and call him by name or location, and that membe: 
proceeds, unless he choose to give way to the other 
But if the Chairman be in doubt, or if the body refu» 
to acquiesce in the decision of the Chair, the questioi 
is to be put as to who was first up. 

5. No one can speak more than once to the sam< 
question, even should he have changed his opinion ii 
the meanwhile, unless by unanimous consent ; but i 
he be the mover, introducer, or proposer of the ques 
tion before the body, he may be heard again, afte: 
every one desiring to speak shall have been heard, an( 
close the debate ; or he may be permitted to speak { 
second time in order to make clear some matter of fact 
or to explain some material part of liis speech, or U 

the manner and words of the questioiv, ke^e^m^W^^c^ 
mark*! tn that alone, and not traveWmg mVo\)cv^\>c\ciY 



RULES OF ORDER. 85 

of the question; or he may speak to the ordere of the 
body, keeping to these. 

6. The Chairman, in putting a question to the body, 
or otherwise addressing it within his privilege, must 
rise ; and if he desire to debate a question, must call 
some other to the chair, and take the floor. 

7. If the Chairman rise to state a point of order, or 
otherwise address the body, each member will be 
seated. 

8. ** No one is to speak impertmently, or beside the 
question, superfluously or tediously.'' 

9. No member is to use indecent language against 
the proceedings of the body ; but a member may reflect 
in decent terms upon a prior determination of the body, 
provided he means to conclude with a motion to re- 
scind it. But so long as a proposition is under consid- 
eration, and has not been determined by a vote of the 
body, reflections on it are not reflections on the body. 

10. No member in speaking is to mention another 
member by his name ; but to indicate him by his seat, 
or as the member who spoke last, or at such a time, 
or on the other side of the question ; or by his location, 
or the place or body he represents ; or identify him in 
some other indirect way. 

11. No member is to digress from the matter before 
the body to fall upon the person ; nor to use unmanly 
words against a member ; nor to arraign the motives 
of those who propose, advocate, or oppose the measure 
under debate. And it is the duty of the Chair to im- 
mediately repress any and all such violations of 
decorum. 

12. A member, when called to order by the Chair, 
or hjr a memherj will take his seat, au^ icevaaMi 'SRa.^R^ 

till the point has been decided. TVvfe Taea^oet ToaiKxsv^ 
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tlio call will state his iK)int of order, and the Chair, 
without permitting dehate, shall decide; and the deci- 
sion of the Chair shall stand, unless reversed upon 
jil)iHial. 

13. When th(^ Chair is putting the question, or ad- 
di-essing the bcxly within his privilege, no one shall 
walk across the i*ooni ; nor, in such case, while a mem- 
ber has the floor, shall entertain private discourse, nor 
while the member is speaking pass between him and 
the Chair; and every member shall remain uncovered 
while the body is in session. 

14. No member, or other person, shall visit or re- 
main near the Secretary's table while the yeas and 
nays are being called or ballots counted. 

15. No member is to disturb another in his speech 
by hissing, coughing, spitting, or rude exclamation j 
nor stand up to interrupt him, nor walk up and down 
the floor ; nor take books or parcels from the table, or 
write there. Yet, if disorder manifest itself so that no 
attention be paid to the member, it will be prudent for 
him to sit down, as the bad manners around him show 
he is saying nothing thought to be worth listening to. 

16. If repeated calls do not produce order, the Chair 
may call the member who obstinately pei^ists in dis- 
order, by name, whereupon the body may require the 
member to sit down. If it be intended to proceed 
further in his case, he must be heard iij exculpation, 
and then must withdraw from the room to await the 
further action of the body, which may pass a vote of 
censure in his case, or act in any other way that may 
be provided in the By-Laws. 

17. If the disorder become general, and past the con- 
trx)! of the Chair, and efforts to repre^ss \\. -a.^^ \xw^n^\1- 

j'n^, the pi'esidiug officer may adiouTii \\\€i \>^^ ^^VK^ 
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out a motion, ** adjourning it out of order, in order to 
prevent disorder," whereupon the body is nolon^r in 
session, and can transact no business legally until 
called together in the proper way, as the Constitution 
or By-Laws prescribe. (But this reserved power 
should be exercised discreetly. If the Chair find he 
has lost power over the body, it is better for him to 
call some one of more force temporarily to his place 
to restore order. If that fail, and disorder cannot be 
repressed, then let him resiune the chair and sum- 
marily adjourn the body.) 

18. Disorderly words are not to be noted until the 
member shall have finished his speech, unless they be 
manifestly personal, indecent, blasphemous, or reflect- 
ing upon the house. '*The offensive words are to be 
taken down by the member who objects, or by the 
Secretary, at his request. If the Chair think they are 
not disorderly, he directs them not to be taken do\vn 
by the Secretary, unless there be a general cry to the 
contrary. They are to be read, when taken down, to 
the member, who may deny them, in which case the 
body must decide if they were his or not. If they be 
voted to be his, or if he acknowledge them, he nmst 
either justify them satisfactorily to the body, explain 
the use of them, or apologize. If the offending mem- 
ber still persist, and be not satisfied, the sense of the 
body must be taken, during which both members must 
withdraw. But when business has intervened, or any 
member has spoken to the question after the words 
were uttered, the words must not be taken down." 

19. Disorderly woMs spoken in Committee must be 
taken down in the same way, but the Committee can 
only report them to the main \>ody Iot \\^ ^'c^xow. 

?0. Blasphemous or seditio\xa wori\&, ot \qvyc^^^^*^^^i>^- 
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ing on the religious belief of members, or on religion 
generally, are not in order. 

21. No member can be present when anything which 
concerns himself is under debate, much less to vote on 
it, nor shall any member speak upon it until he with- 
draws ; but he may be heard upon it before he leave 
the room. 

22. No member is to come into the place of meeting 
with his head covered, nor to put on his hat there. 

23. A question of order may be adjourned for a 
time, to look into precedents. 

24. When a member is called to order, he shall sit 
down at once, unless permitted to explain. If the 
body be appealed to, it shall decide the question witlj- 
out debate ; if there be no appeal, the decision of the 
Chair shall be final. If the decision be in favor of the 
member, he shall be allowed to proceed ; if adverse, he 
shall not proceed without the leave of the body ; and 
the body may, if it think proper, proceed to censure 
him. 

25. The decisions of the presiding officer are liable to 
be amended, altered, or reversed by the body. 

3 1 . Adjournments and Recesses. 

1. An adjournment is the closing of a session for 
the day, to be resumed on another day, on which day 
the regular routine of business is begun anew, except 
where superseded by a regular order. 

2. A recess is a suspension of business from one hour 
of the day until another hour of the same day, at 
which other business is taken up at the point where it 
was left, unless it be superseded by a special order. 

3. A motion to adjourn caniiotXi^ scmew^^^ V^ ^Mr 
Jng- the day and date. It must \>e ^ut svm^^ ^JwaS^'^^a 
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body do now adjourn ; and if carried in the affirmative, 
it is adjourned to the next session, or without day, as 
the case may be. But when the session lasts for a 
number of days, and the time of daily meetings be 
fixed by previous order, or if the time of adjournment 
be fixed by a previous resolution, then the adjourn- 
ment is to the time and place named in the special 
order, or the previously adopted resolution. 

4. If a question be put for adjournment, the body is 
not adjourned until it is so pronounced by the Chair. 
It is not in order for a member to leave his place until 
the Chair shall have pronounced on the question of 
adjournment. 

32. Suspension of Rules. 

1. Any rule of order may be suspended by unani- 
mous consent, but the object of suspending the rule 
must be stated by the mover, and when that object has 
been attained, or has failed, the rule regains its former 
force, without a motion. 

33. Force of Words. 

1. Wherever the words *'main body," '* body," or 
"house," are used, each means Society, or other name 
of the organized association to which the rules are 
made to apply. 

Explanatory Points. 

There are three prevalent errors which it may be 
proper to set right here : 

One is, the notion that an officer who is ex officio a 
member of any committee, as a President for instance, 
is only a sort of honorary member. On the contrary, 
being' a memher ex officio^ t\\at \a, Xyj w\>afc ^1\^ 
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office, he is a full member, equal in power to any of 
his coUea^es on the committee, and is to be notified 
of all meetings by the Chairman. 

Another is, in regard to a two-thirds vote being 
needed to do certain things. It will be seen by the rules 
of order, that a majority can order the previous ques- 
tion, Ihnit the debate either as to length of speeches, 
or time when it will cease, consider a question when 
objected to, or order the main question to be put ; and 
by unanimous consent, the body can suspend the rules, 
amend or alter them, make a special order, order a 
discussion of a non-debatable question, or take up a 
question out of its order. In some legislative bodies 
a special rule is made, to do these things by a vote of 
two-thirds, which wastes rather than saves time. The 
practice is, however, as we have stated it, and it is ap- 
proved by experience. If the Society desire to have 
the two-thirds rule, it must incorporate it in the Con- 
stitution or By-Laws. 

Another prevalent error is, that the presiding officer 
can only vote ui case of a tie. This has arisen because 
the Vice-President of the United States Senate, when 
presiding over that body, can only vote in case of a 
tie. The Lieutenant-Governor of a State, where he 
has the duty of pi'esiding over the higher branch of the 
State Legislature, has only the same vote. Each at- 
tains his voting power by special provision ; not being 
a member of the body. But the Speaker of the lower 
house of Congress, or of a House of Assembly, or 
Delegates, or the President of any organized body, is 
chosen from among the membei'S. He not only does 
not lose his right to vote by presiding, but the Secre- 
^77^ must call him as well as the others when the yeas 
and nays are taken, and, like aivy oW\et I\\eu^^^Y/\\.*\^ 
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his duty to vote, and he can be compelled to do so by 
the body, or incur the penalty of contempt. 

The reader should be careful to distinguish between 
a session and a meeting. Whether the body assembles 
yearly, half-yearly, quarterly, monthly, or even 
weekly, that is a session. It may adjourn from time 
to time, and each day that it assembles will be a meet- 
ing. When the time for the next session arrives, if 
the body be sitting at the time, it must adjourn with 
out day, and enter upon the new session. But hi or- 
dinary associations, where the business is begun and 
concluded in one day or evening, the word ** meeting " 
need not be subject to cavil. 



PART IV. 

PEESrDENT'S MEMORY-TABLE. 

The following summary will aid a presiding officer 
in quickly determining some points : 

I . Precedence of Reports. 

1. Financial Secretary. 

2. Treasurer. 

3. Curator. 

4. LibrariaD. 

5. Executive Committee. 

{Or Board of Directors, or Board of Trustees, at 
the name may he.) 

6. Committee of the Whole. 

7. Standing Committees. 

8. Special Committees. 

2. Motions in Order during Debate. 

In order of precedence : 

1. To adjourn. 

2. To lay upon the table. 

3. To postpone indefinitely. 

4. To postpone to a day certain. 

5. To commit. 

6. To amend. 

(As to their conflict, study Rule 14, Rules of Order, 
ante.) 

(92 
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3. Precedence of Motions. 

1. To fix time, or lime and place of adjourmnent. 

2. To adjourn. 

3. For the order of the day. 

4. To lay on the table. 

5. For the previous question. 

6. To postpone indefinitely. 

7. To postpone to a time certain. 

8. To commit. 

9. To amend. 

4. Successful Motions not to be Reconsidered. 

1. Adjournment. 

(Because the body, having adjourned, is not in ses- 
sion, and can do no business.) 

2. To lay on the table. 

(Because the rule is to do nothing indirectly, which 
can be done directly, and a thing laid on the table can 
be taken from the table, when in the order of business 
to which it belongs.) 

3. To reconsider. 

(Because the body has just passed its judgment on 
the matter, and the business is before the body, await- 
ing action.) 

4. That the committee rise. 

(Because the committee has risen, and can do no 
business until it shall sit again.) 

5. To suspend the rules. 

(Because the rules having been suspended, the mat- 
ter for which they were suspended is before the house, 
and rescinding the suspension would be of no avail, 
and besides, as the rules are no longer suspended after 
the object of their suspension is attained, to reconsider 
their suspension is idle.) 
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5. Matters that Cannot be Amended. 

1. Motion to adjourn. 

2. Amendment to an amendment. 

3. An appeal from the decision of the Chair. 

4. A call to order. 

5. Motion for leave to continue speaking, after 
having been pronounced out of order. 

6. Motion to lay on the table. 

7. Motion for the order of the day. 

8. Motion to indefinitely postpone. 

9. Motion to reconsider. 

10. Motion that the committee rise. 

11. Motion that a question be discussed. 

12. Motion to suspend the rules. 

13. Motion to take from the table. 

14. Motion to take up a question out of proper order. 

15. Motion for leave to withdraw a motion. 

16. Objection to the consideration of a question. 

17. Call for the previous question. 

6. Matters not Debatable. 

1. A motion to adjourn. 

(A motion to fix time, or time and place of adjourn- 
ment, is debatable.) 

2. An appeal from a decision of the Chair. (When 
on a question of decorum in debate, or priority of 
business.) 

3. A call to order. 

4. Motion to extend limit of debate. 

5. Motion to have leave to continue speaking, aftei 
having been pronounced out of order. 

6. Motion to lay on the table. 

7. Motion for the order of the day. 
S, Motion to limit debate. 



9. Motion for the previous question. 

10. Motion that the committee rise. 

11. Motion to allow the question to be discussed. 

12. Motion to amend the rules. 

13. Motion to take from the table. 

14. Motion to take up a question out of proper order. 

15. Leave to amend a moti(m. 

16. Objection to the considemtion of a question pro- 
posed. 

17. Questions in regard to priority of business. 

18. Call for the reading of papers. 

19. To reconsider an undebatable question. 

20. The main question when an amendment is under 
consideration. 

7. Motions in Order if a Member tiave ttie Floor. 

1. Call to order. 

2. Appeal from decision of the Chair. 

3. Objection to considering a question. 

(But it will not be in order, if debate on the subject 
have begun.) 

4. That the question be discussed. 

5. For the order of the day. 

8. Motions Opening Main Question to Debate. 

1. To strike out the enacting clause of a bill. 
(Only applicable to legislative assemblies; but in 

any private organization, a motion to strike out the 
word ** Resolved" in a resolution, which, if success- 
ful, would remove the resolution from the body, would 
have the same effect.) 

2. To commit the question. 

3. To refer. 

4. To postpone indefinitely. 

5. To reconsider a deha fable question. 



PART V. 

FINANCIAL FOEMS AND LISTS. 

F. 

Form of Index Catalogue for Library. (Private.) 

1. O. Wallace's American Stud Book. Vol. I. 

2. O. Scott's Fishinp^ in American Waters. 

3. D. Longfellow's Early Poems. 

4. O. Wil lard's Dairy Husbandry. 

5. D. M'Cowen's Commercial Correspondence. 

6. O. Payne's Business Letter-Writer. 

7. D. Sims's Poetical Works. 

8. D. Hoffman's Science of the Mind. 

E. 

Form of Catalogue. (Public.) 

1. Wallace J H. H.—O. — American Stud Book. Be- 
ing a compilation of the pedigrees of Amer- 
ican and imported blood-horses; with an 
appendix of all animals without extended 
pedigree to 1H40, and supplement. Vol. 7, 
New York, no date^ pp. 1015. 

311. Willard, X.A, — O. — Practical Dairy Husbandry. 
A complete treatise on dairy farms and farm- 
ing, dairy stock, and stock-breeding; milk, 
and its manufacture into butter and cheese ; 
history and mode of organization of butter 
and cheese factories; dairy utensils, etc., 
etc. Illustrated. New York : 1872, pp. 546. 

(96) 
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PAET YI. 

CONSTITUTIONS AND BY-LAWS. 

A constitution is the fundamental law of any or- 
ganization, and should in its formation be carefully 
considered in all its parts, since to prevent hasty action, 
any changes or amendments take some time to pro- 
pose and adopt. The by-laws are usually for purposes 
of order, and the prescription of duties ; but by taking 
this book, or any other standard work on the subject, 
a.s authority, these by-laws need not be made at all. 
Alterations in them should be guarded, but they may 
be made easier thaa those in the fundamental law. 

The names of the officers in any institution imply 
their duties, and these are so well settled by law, cus- 
tom, and the rules of order, that to enumerate them is 
only a waste of words. But additional duties or rights, 
or special limitation of either, may be properly placed 
in either the constitution or by-laws. For the same 
reason it is unnecessary to define the duties of sections 
or standing committees, and the association should 
have the power to refer business to another standing 
committee in case it deems the former overloaded, or 
that it will tend to the* quicker dispatch of business. 

After the constitution has been adopUnl it should he 
engrossed in a blank-book, and should have a wide 
mm*gin. Any ainenduients are lo \ivi viTvVviYvjvl 'i^o^t^ 
with the dates of proposition and sAo^AAOVY^^xA'viw^ 
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fact of the aniendnient and date of adoption entered 
in the margin of the original paragi'aph or section so 
amended. Tliis constitution should be signed by the 
active members, the names of honorary or corresjxwid- 
ing memlxjrs being enrolled separately by the Secre- 
tary, with the date of election attached to the name of 
each. 

If the constitution be printed, the date of its adoption, 
preceded by the word " adopted," should be appended. 

The following are forms of constitutions arranged in 
classes, with additional articles that may be substituted 
for others, so as to adapt the form to other similar but 
not identical organizations. We do not give the con- 
stitutions of lodges, temples, and other secret bodies, 
though in their business they all work under the proc- 
eeding rules of order, because their constitutions 
depend upon organic laws of the order to which they 
belong. 

I . Scientific and Literary. 

CONSTITUTION OF THE INSTITUTE. 

Article 1. —This association shall be known by the 
name of ^'The (insert rest of name) Institute" {or 
*' Academy," or '* Society," as the case may be), and 
its object shall be to cultivate the sciences (or "natural 
sciences," or "arts and sciences," or "arts, sciences, 
and literature," or "literature," as the case may be), 
and the increase of knowledge among its niembei*s. 

Article 2. — 1. The olTicci-s of tliis Bocietv shall con- 

sist of a Presidenit, two Yicc-l^i'csi<l<'nts, n CV)i'res])cnd- 

jng- SecreUiry, a Recording Seci*etary, a Trc^isiu'ei*, a 

Curator, and a Librarian, whose dutie??*, \\\ ^ddxUoiv to 

those implied by t}»p titles of llieir YViS^^XAN^ o'5«iv<ifc's».. 
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shall be such as are inij)osod ii]W)n tliem by tlie By- 
Laws, and by order of the iTistituto. 

2. The said oflicei^s shah U* olcctoil l/y ballot aii- 

iiually, ui)oii the of (name (hit/ of week and 

month), and shall hold oJIk*e until their succcssoi's 
shall have been qualified. 

3. There sliall be elected at the same time and place 
three chosen members, who, with the of Heel's afore- 
said, shall constitute an Executive Conmiittee (or 
'* Board of Trustees," or ^'Boai'd of Directoi's," as the 
case may be), who shall have all the powers of the 
Institute when the latter is not in session, reporting 
their actions at each meeting of the Institute for its 
judgment; but the said Executive Committee (or 
" Trustees," or ^^Directoi'S," as the case may he), shall 
expend no money nor execute a contract on behalf of 

this body, involving a greater siun than (name 

limited amount), witliout the pi'evious approval of the 
Institute. 

Article 3. — There shall be apix)inted by the Presi- 
dent, at or before the meeting succeeding his election, 
the following standing committees, of five membei'S 
each, viz. : On finance, memberehip, library, museum, 
essays, lectures, and printing, to whom shall be re- 
ferred such business as their titles imply, unless other- 
wise ordered by the Institute, and of all such commit- 
tees, as well as of all Special Ccmimittees, the President 
shall be a member ex officio. 

Article 4. — 1. Any person residing within (hei^e 

state limits of residence), who is above the age of 
twenty-one years, may become a ix^sident member of 
this Institute, by consent of a majority of the niem- 
Lcjw present at any stat(*d meeting; ?iucev^<>,(W\\vi, XJae. vwv^ 
nt which he has been pi»ci)o^ed, \>TOV\0Lfe<V \\ei \\tys» Xsfessvv 
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ai)])roved by the Committee on Membership ; any ^>ei^ 
son I'esidin^ without the limits aforesaid, but within 
th(^ State, may in like manner be elected a correspond- 
ing^ member ; and any i>ei'son who is eminent in 
sciences {or *' natural sciences," or " ai'tsand sciences,'' 
or "arts, sciences or literature," or "literature," asset 
for^th in Article 1), may be elected an honorary mem- 
ber. 

2. Each and every resident member shall sign the 

Constitution, and pay to the Institute the sum of 

(here state the amount)^ and thereafter the like sum 
animally in advance; but no dues or contributions 
shall be demanded of corresponding or honorary 
members; provided that any corresponding member 
removing into the limits of residence, upon paying the 
sum aforesaid, and signing the Constitution, shall be- 
come a resident member ipso facto, and entitled to 
vote at meetings, and hold office in the Institute. 

Article 5. — 1. The Institute shall be divided into the 
following sections, namely : 1. Natural Science; 
2. Applied Science; 3. Arts; 4. History; 5. Agricul- 
ture and Horticulture ; 6. Mental and Moral Philos- 
ophy; 7. General Literatui^e, to each of which shall 
be referred papers appropriate to it; and to one or 
more of these sections, each resident member shall 
attach himself. 

2. Each section shall report from time to time upon 
the business intrusted to it. 

Article 6. — The Institute shall meet on the 

of each and every month {or "bi-monthly," or 

"quarterly," a« may be approved), and at such other 

times as cojivened by the Executive Committee (or 

'' Trustees, " or "Directors"), or \>y VYie ^t^\^^w\. ^\» 

the written request ' * member, or oi\i\^ oMm 
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motion, and at all these meetings ten {or whatever 
small number may he agreed upon) shall constitute a 
quorum. 

Article 7. — The rules of order kno\vn as "Payne's 
Rules of Order," published by the Excelsior Publish- 
ing House, of New York City, shall govern the de- 
liberations of the Institute so far as the same may 
apply. 

Article 8.— Any member who shall neglect to pay 
his dues for six months, is thereby suspended from the 
rights of membership; and for being in default for 
over one year, the Institute may, by a majority vote, 
strike his name from the roll; but a member, on 
proper explanation and payment of all dues, may be 
reinstated by a majority vote. 

Article 9. — This Constitution may be amended or 
altered at any stated meeting by a two-thirds vote of 
the members present \ but no proposition for amend- 
ment or alteration shall be entertained, unless it shall 
have been proposed in writing at least one meeting 
previous to its adoption. 

BY-LAWS. 

Article 1. — 1. The President shall sign all orders on 
the Treasurer for the payment of money, after the ac- 
count has been passed, or the payment ordered by the 
Institute. The Vice-Presidents, in the absence of the 
President, shall preside in the order of their seniority. 
The Corresponding Secretary shall keep copies of all 
letters sent, and have custody of all ]ettei*s received, 
unless these have been made the subject of business, 
and become attached to the minutes. The Treasurer 
shall keep a, correct account oi iiioiife^^'c^R.WJ^^^^ 
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paid, and, in addition to a full annual report on the 

of {name the tirne of anmial meeting), 

shall I'eport on the financial condition of the Institute 
whenever required by the Institute, or on one week's 
notice from the Executive Committee (or "Trustees," 
or "Directors "). The Curator shall report at each an- 
nual meeting the condition and amount of the property 
in his charge. The Librarian shall report annually 
the condition and needs of the library, and fix)m time 
to time as required. The Executive Committee (or 
" Trustees," or "Directors") shall present a detailed 
report of their action at each session. 

2. The officers shall have custody of all books, 
records, and papers appertaining to their several 
ofiices, and on closing their official terms shall turn 
over all such property to their successors. 

Article 2. — The order of business at each meeting 
shall be, after the President has taken the chair: 
1. Calling the roll. 2. Reading the minutes. 3. Re- 
ports of the Treasurer or other officers where required. 
4. Reports of Sections. 5. Reports of Standing Com- 
mittees. 6. Reports of Special Committees. 7. Un- 
finished business. 8. New business ; but at any special 
meeting, the business for which the Institute was con- 
vened shall take precedence of unfinished business. 

Article 3. — Each section shall elect its own Chair- 
man through whom it shall report, and its own clerk. 

Article 4. — These By-Laws may be altered or 
amended by a majority of members at any stated 
meeting, provided that written notice of said alteration 
or amendment shall have been given at a previous 
stated meeting. 

The above form, with som.e m.odifications, will 
answer for a muuhar of societies. 
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In the case of an ordinary Lyceum, or Literary 
Society, it will be only necessary to chanf^e the name, 
and state the object to Ix^. "literary improvement''; 
strike out Article 5 fi*om the Constitution, and the 
words '^ Reports of Sections " from the By-I^aws. The 
Executive Committee will not be needed, and may be 
stricken out. 

In the case of a purely Literary Society of some pre- 
tensions, proper alterations of words are easily made, 
and Article 5 should read as follows: 

Article 5. — This Society shall be divided into sec- 
tions, as follows: 1. Poetry; 2. Fiction; 3. Essays; 
4. Journalism ; 5. General Literature ; to one of which 
each member shall attach himself. 

In case of an Agricultural Society, besides stating the 
object to be **a cultivation of the arts of farming and 
gardening, with their kindred pursuits, and the con- 
nate sciences," change Articles 3 and 5 to read as 
follows : 

Article 3. — The President, immediately after his 
election, shall appoint the following Standing Com- 
mittees, to consist of five members each, to wit : On 
Ways and Means, Literary, Annual Fair, Lectures 
and Printing, to whom shall be referred all business 
of the kind implied in their names, unless otherwise 
ordered, and such other business as the Society thinks 
fit, and of all such Committees the President shall be 
a member ex officio. 

Article 5. — This Society shall be divided into the 
following sections, namely: 1. Soils; 2. Farm Build- 
ings ; 3. Implements ; 4. Manures ; 5. Domestic Animals ; 
6. Noxious Animals; 7. Cereals and Grasses; 8. Fruit 
Trees; 9. Vegetables, so-called; 10. Manures; 11. 
Fences and Hedges; 12. M\sceWai\eo\x«» k^^vc^\ ^v^^R* 
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one of these each member must attach himself; and 
said sections shall report, through their Chairman, 
from time to time, u^xjn any business refen^ed to it for 
consideration. 

An additional Article, properly numbered, may be 
inserted as follows: 

Article — . — This Society shall hold annually, on 

the (state date), an exhibition, or fair, in charge of 

the Executive Committee, to whom shall be added, for 
the time being, the chairmen of the various sections, 
of the products of the farm and garden, and imple- 
ments and other matters connected with rural industry, 
with po .ver to arrange and distribute premiums to an 
amount to be approved by this Society, and to conduct 
and manage the same, under such regulations and 
rules as the said Committee of Management, by and 
with the approval of the Society, may determine. 

In case of a local Historical Society, the object may 
be stated to be **the development, collection, and 
preservation of facts concerning or connected" with 

the history of (naming the place) ; and Article 3 

should name committees *'on finance, literary, essays, 
publication, and miscellaneous affairs. " The sections 
in Article 5 may be: 1. Genealogy; 2. Historical 
Data; 3. Aboriginal History; 4. Settlement; 5. Miscel- 
laneous Affairs ; but a mere county or township society 
will not need any division of the kind, and will find it 
more convenient to refer matters to special committees 
where the mere details are not of interest to the Society 
at large. 

A Debating Society wants a simpler form. Tlie 
Executive Committee will be left out; the standing 
coniniittees will he simply on finance awd o\i <i^\i^l^^. 
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2. Business Societies. 

Under this head we have building and loan associa- 
tions, beneficial societies (other than those of secret 
orders), improvement societies for towns and villages, 
protective societies for the detection of crime and the 
apprehension of criminals, and a number of other 
things. As these deal more or less in money matters, 
and have one or more salaried officers, their constitu- 
tions require to be drawn with some precision, and in 
accordance with law. Before they are adopted, they 
should be submitted to some lawyer of learning — all 
lawyers are not learned in the principles of law — to 
examine as to the force and effect of those portions 
which deal with money, contracts, or personal action. 

In the case of a Building and Loan Association, the 
following form may serve as a model, always bearing 
in mind the laws of the State wherein the Society is 
formed. In some States the lending of money to 
members at a premium is declared by law to be not 
usurious; in others there may be no such statute, and 
there it will have to be avoided. The Constitution 
which we present is made for a State where a loan can 
be put up at auction and awarded to the bidder of the 
highest premium. 

Article 1. — This Society shall be known under the 
name, style, and title of The Building and Loan Asso- 
ciation of (here insert name of the place where 

located^ either the city, toion, ward, or local division) ; 
and its objects shall be the accumulation and safe and 
profitable investment of a fund through the dues of 
members, and the accruing interest thereon^ and the 
lending of all or part thereoi io m^ew^T^ Vs^ '^'^ V^" 
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pose of building, or the purchase of building lots or 
other real estate. 

Article 2. — 1. The officers of this Association shall 
consist of a President, a Vice-President, a Secretary, 
and a Treasurer, who, with nine chosen membei's, 
sliall constitute a Board of Dii-ectors. 

2. The President, Vice-President, Secretary, and 

Treasurer shall be elected on the (name date), and 

shall hold their offices for one year, or until their suc- 
cessors be chosen. 

3. At the first election on the date aforesaid there 
shall be elected the nine chosen members, who are to 
compose, with the other officers, the Board of Directors, 
and immediately after their election they shall draw 
lots for their term of office, so that three may serve 
for three years, three for two yeai^, and three for one 
year ; and at each annual election thereafter there shall 
be elected three chosen members as members of the 
Board of Directors, whose term of office shall be for 
three years. 

4. Should the office of President, Vice-President, 
Secretary, or Treasurer become vacant before any 
regular meeting of the Association, the Board of Di 
rectors shall have the power to fill the vacancy, it 
being within the power of the Board of Directors to 
change, alter, or revoke such temporary appointment 
at its pleasure. 

5. A fit and reasonable salary may be paid to the 
Pi'esident and Secretary as compensation for their 
labor, to be fixed by the chosen members of the Board 
of Directors. 

Article 3. — In addition to his duties as presiding 
officer, the President shall sign all OYdev?. for the pay- 
mont of money when so ordered \>y \\\fe^&oa:t^ o\ \5?v- 



OON8TITDTION8 AND BY-LAWS. Ill 

rectors ; he shall have power, and be requu^, to give 
releases and acquittance of all sums of money paid to 
the Association upon any loan, mortgage, note, bill, 
or other security held by it, and, if required, to 
acknowledge satisfaction of the same before a master 
in chancery, commissioner, or other proper officer, 
that the same may be made of record; he shall not 
give releases upon any security held by the Association, 
unless by and with the orders of the Board of Directors ; 
he shall safely keep all policies of insurance transferred 
to the Association as collateral, and see that they are 
properly renewed; and he shall give bonds in such 
sum and with such sureties as the Board of Directors 
may approve, for the faithful performance of his 
duties. 

Article 4. — The Vice-President shall not only per- 
form the duties of presiding officer in case of the 
absence of the President, but shall perform all the 
other duties imposed on the President, in case of the 
death or resignation of the latter, until a temporary 
President shall have been appointed by the Board of 
Directors ; and in case he be confirmed in office, shall 
be required in like manner to give bonds for the faithful 
performance of his duties. 

Article 5. — In addition to the performance of the 
customary duties of a recording officer at the meetings 
of the Association and at those of the Board of Directors, 
of which he shall be the clerk ex officio^ the Secretary 
shall keep accurate accounts \vith each and all of the 
members ; attest all orders drawn on the Treasurer bv 
the President, when ordered by the Board of Directors ; 
he shall notify the Association of the annual meeting, 
and of any special meeting, by atw ^dx^\;tAs^u\civ\t 
thcixiof, conspicuously displayed m ^tcv^. Tv'--^'?s>^'^\sst 
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or newspapers, which said newspapers shall be chosen 
at an annual meeting of the Association, or, in default 
thereof, at the first meeting of the Board of Directors 
thereafter ; he shall notify each member of the Board 
of Directors, by post, of each meeting of the Board; 
he shall report annually to the Association at its 
meeting the exact and detailed account of its financial 
condition ; he shall be prepared to give any reasonable 
and correct information to members of the financial 
concerns of the Association. 

Article 6. — In addition to acting as the custodian 
of all money received by the Association, and receiving 
and holding in trust for the Association all bonds, 
mortgages, and securities on which money has been lent 
by the Association, the Treasurer shall pay out money on 
all orders by the Board of Directors, provided the same 
shall have been signed by the President and attested 
by the Secretary ; he shall prepare and present to the 
annual meeting of the Association a full and accurate 
statement of his account with the Association, and 
shall cause the same to be published upon the Monday 
previous to the said meeting in the newspaper or news- 
papers designated by the Association, or in case of their 
neglect to designate, by the Board of Directors ; and 
he shall give bonds in such sum as the Board of Direct- 
ors may order, and with such sureties as they may ap- 
prove, for the faithful performance of his duties and 
the security of the funds and valuables in his possession. 

Article 7. — The Board of Directors shall have power 

to elect one of their number as Chairman, and they 

shall have power to receive from the members their 

dues, interests, and loans, and to pay the same from 

the treasury; to make by-laws for tlv^ir oww ^ovem- 

nient, not repugnant to this Coi\s\,\tvx\ivow\ \o \^\iA *Oafc 
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funds on proper security, or otherwise safely invest 
them, if such loans be not demanded, in conformity 
with the other provisions of this Constitution ; and to 
attend to all the financial affaire of this Associiilion 
when it is not in session ; to select the place of meeting 
for themselves and the Association ; to convoke special 
meetings of the Association when they deem it neces 
sary ; to fix and sanction needful incidental expenses ; 

and they shall meet on the {state day) of eacli 

and every month, or oftener if required by the Presi- 
dent of the Association, and may adjourn such meet- 
ings from time to time, and at all meetings of the 
Board a natural quorum shall be required ; provided, 
that where a vacancy or vacancies exist in the Board, 
a natural majority of those remaining in office shall 
constitute a quorum ; and provided, further, that for 
the purpose of making loans and receiving dues, in- 
terests, returned loans, fines, or other valuable things 
accruing to, or due and payable to, the Association, a 
quorum shall consist of three or more of the Directors 
present at any meeting. 

Article 7. — A coimsellor, who shall be a practicing 
attorney and solicitor, shall be elected by the Board of 
Directors. He shall make the necessary searches in 
regard to any property offered to the Association as 
security or mortgage, and certify as to its condition ; 
he shall cause all such mortgages to be properly re- 
corded; he shall prepare all bonds, mortgages, and 
written contracts, or other legal writings required for 
the purposes of the Association, and give counsel and 
advice when required. His compensation shall be 
fixed by an agreement between him and the Board of 
Directors; hut all his charges and fees for making 
seajx;bc.% recording and proVmg '^a:^'S^^ ^-tfc^^xssj^ 
6' 
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bonds, niortji^ages, and agreements, or examining titles, 
papere, and other matters pertaining to the lending of 
money or the security of money lent, shall be borne 
by the party applying for the loan. 

Article 8. — 1. Any person of lawful age, a resident 
of the United States, may become a member of this 
Association by paying all lawful dues, and otherwise 
complying with the requirements of this Constitution. 
And a parent or guardian may hold shares in trust for 
the benefit of a minor, and exercise the right of mem- 
bership as other members, and under the same terms 
and conditions ; but upon the attainment to majority 
of the said minor, the rights of membership of the 
trustee shall cease and determine, and the membership 
and the interest attached thereto in this Association 
shall vest in the cestui que trust. 

2. A payment of one dollar by each shareholder, 
parent, guardian, or trustee, shall constitute him a 
member of the Association, and entitle him to all the 
rights of membership, and subject him to all dues, fines, 
and penalties imposed by the provisions of this Constitu- 
tion. And any member may subscribe and pay for 
any number of shares at the same rate, in any series 
of shares issued by this Association, and on all ques- 
tions concerning financial matters, and in all elections 
shall be entitled to one vote for each and every share so 
held and paid for ; but on questions of mere order in 
the transaction of business, and on all other questions 
arising at meetings other than the Grst two afoi^esaid, 
he shall have but one vote. 

3. Each and every member, including trustee or 
guardian, or representative of a feme covert, who is 

entitled, if she so choose, to appear V^ aXX/^Yvve^ , '^Vd.VV 
pujr hi addition to the sum nam^ m^eeXkoxL'^ ol \\\>s. 
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Article, the further sum of one dollar on each share 

lield, upon the {name date) of each and every 

month after the first payment, to such persons as are 
authorized by this Constitution and By-Laws and re«fu- 
lations of the Association to i*eceive the same, until 
the value of any share thus held shall reach the sum 
of two hundred dollar, when such payments on such 
shai« of stock shall cease. 

4. In case any member, trustee, parent, or guardian 
shall neglect or refuse to pay his or her monthly dues, 
each person so neglecting or refusing shall incur a 
fine of ten per centum per month on the amount of 
dues thus unpaid, which, if not paid, shall be charged 
to the person thus neglecting or refusing, to be charged 
to his account, and deducted from any amount due 
to him at the time of settlement. 

5. When members withdraw from the Association 
they shall be entitled to receive from the Treasurer, by 
warrant of the President, after the following schedule : 
Those who have not borrowed money from the Asso- 
ciation, if their stock be worth less than ten dollars 
per share, the amount of dues actually paid in ; if 
worth more than ten and less than twenty dollars, then 
in addition to the dues actually paid in, five per centum 
of the increase or profit thereof; if it be worth more 
than twenty and less than thirty dollars, in addition 
to the dues actually paid in, ten per centum of the in- 
crease or profit thereof ; and for every incre-ase of ten 
dollars in the value of the stock, at the same propor- 
tion ; provided, that the value of said share or shares 
shall be ascertained by adding to the value of the stocl^ 
as stated at the last preceding official import of value, 
which shall be fixed quarterly by the Board of Direct- 

ojs, such additional sums as may Wn^^j^^^^^^*^^^^^ 
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paid in after the report, and deducting therefrom all 
fines and arrearages ; and provided further^ that if 
the Association shall have sustauied losses under that 
series of stock so. as to leave it no pi^ofit, no withdraw- 
ing member shall receive more than the net value of 
his stock. The borrower who repays his loan will be 
entitled to receive the full estimated value of his stock 
as it appears in the record of the Association, all dues 
unpaid, fines, and arrearages of interest to be deducted 
therefrom ; but in all cases, five days' notice of inten- 
tion to withdraw must be served in writing on the 
Treasurer of the Association. 

6. In case any member, not having taken a loan, 
shall neglect or refuse to pay his or her monthly dues 
or fines for the space of six months, each and every 
member so neglecting or refusing, shall be tendered by 
the Treasurer the amount of dues actually paid by 
him or her, without any allowance for interest or 
profits, first deducting all fines and forfeitures that 
may be charged against him, and from that time forth 
he or she shall cease to be a member of the Associa- 
tion. 

7. Upon the death of a member who has not received 
a loan, his or her heirs or legal representatives shall be 
entitled to receive from the Association the full value 
of the share or shares held by the dead member, after 
first deducting all fines or arrearages; and should the 
member have received a loan, his or her representa- 
tives shall return the same, and receive the actual 
value of the shares held by the dead member, less de- 
ductions as aforesaid, and in either case the heirs or 
Je^>*al representatives may decline to receive the same, 

and by payiuo; the monthly dv\os m W\ei ^Y^i 0,-9^.9^^ and 
tJie monthly dnos and iiiterest m U\ei st^owCi e^^, Tas^-j 
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remain members of the Association for that series of 
stock, until the Association shall terminate. 

8. When each and every member, guardian, or 
trustee shall have received a loan of two hundred 
dollars for each share of stock, or when the whole of 
the funds of the Association in any one series of stock, 
including the securities for the loans aforesaid, shall be 
sufficient to divide to each share of stock the sum of 
two hundred dollars, then this Association, in that 
particular series of stock, shall determine and close ; 
and at this period, those who have borrowed from the 
Association, and are still members, and not in arrears 
for interest or dues, shall have their obligations can- 
celled and returned to them ; and those who have not 
borrowed, shall be paid the full value of their shares 
in cash. 

9. Any member may transfer his share or shares to 
another upon the transfer books of the Association, 
who thereby becomes a member of the Association, 
with the same rights and privileges, and subject to the 
same duties and penalties as the assignor ; but no such 
transfer can be made within ten days previous to the 
annual election, and ten days previous to such annual 
election the transfer book shall be closed, and remain 
closed until after the election. 

Article 9. — 1. Each and every shareholder, for each 
and every share of stock he or she may hold, shall be 
entitled to borrow from the funds of the Association 
the sum of two hundred dollars on such terms and 
conditions as are hereinafter set forth. 

2. When there are sufficient funds in the treasury of 
the Association for one or more loans, they shall be 
lent to the highest bidder amon^^ l\v^ Tcvercv\i^Y^ ^wtlUed 
to boiTow, in such manner as the T>\y^c\,ov^ xftsc^ ^'^xsv 
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best, provided that no money shall be lent under par. 
In addition to the payment of the premium he may 
bid for the loan, the borrower shall be held as agreeing 
to ])ay any taxes assesstnl upon such loan at any time, 
the said taxes, added to the amount bid, constituting 
the pi-emium to be paid by the borrower for his 
priority of loan. If, however, no bidders offer among 
the members for the space of one month, the Directors 
shall have power to lend the money to other than 
members, on undoubted security, for a time not to ex- 
ceed one year. 

3. When a member has been declared entitled to a 
loan or loans, he or she shall either pay the premium 
offered for the same to the Association, or allow it to 
be deducted from the main sum to be lent, and before 
receiving the amount of the loan shall execute a suffi- 
cient bond and mortgage as security for the whole sum 
lent, and for the payment of such fines as may be im- 
posed for the failure to pay instalments and interest, 
and by deposit of the policy of insurance; and for 
every loan of two hundred dollars to a member, at 
least one share of stock must be deposited as collateral 
security of said bond and mortgage. In case of failure 
to give satisfactory security for each loan within one 
month after the loan has been awarded, one month's 
interest on the amount of the loan shall be charged to 
the borrower, and the loan itself be returned to the 
Association. No money shall be lent on any pix)perty 
already encumbered. Members bidding off their stock 
shall be entitled to receive their full amount of shares 
without bidding at a subsequent meeting. 

4. Members taking loans from the Association shall 
pay one-twelfth of the legal mlere^t theveou, monthly, 

io the Ti^easurer; and if any \>oTYO^cr ^c^^xj.^^ opc 
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neglect to pay the intei'est on his loan, he shall mcur a 
monthly fine of ten per cent, a month on all unpaid 
balances; and, if the interest be suffered to remain 
due and unpaid for more than six months, the Boaixl 
of Directors may compel payment by beguming pro- 
ceedings to foi'eclose the mortgage according to law. 

5. The Association shall have the power of insuring 
all buildings on which loans may be made, the expense 
of insurance to be paid by the borrower. 

6. Members shall be entitled to borrow to the amount 
of their dues already paid in by them, after the Asso- 
ciation shall have been in operation six montlis, in 
any series of stock, by giving their bond with uitei*est 
for the same, and transferring their stock to the Asso- 
ciation as security ; and in case any person borrowing 
upon this bond shall neglect or refuse to pay his or 
her dues, interest, and fines for the space of six 
months, then the stock transferi'ed to the Association 
shall be forfeited. 

Article 10. — 1. A new series of stock shall be begun, 

and certificates issued therefor quarterly, on the 

(jiame date) of the months of {name the months) 

of each year; but the members taking stock in any 
series shall not share in the profits accruing from any 
other series ; but shall pay their dues, and be entitled 
to their portion of the profits of the Association from 
that particular series, and the rights and privileges 
accruing from those shai'es, from tlie beginning of the 
series to which they have subscribed. 

Article 11. — This Constitution can only be altered 

or amended at an annual meeting, or at a special 

meeting when at least two weeks' public notice has 

heen given of the amendments or alleratlous proposed, 

and the affirmative vote of two-ttiirds ol W\^ \wfe\\^^\^ 



\ 
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present and voting shall be necessary for the adoption 
of any amendment or alteration. 

In the case of a Beneficial or Mutual Benefit Society, 
though the terms and conditions should be laid down 
with precision, the form of Constitution is simpler. 
The Beneficial Society accumulates a fund from the 
dues of members, which is securely invested. From 
this it pays to the members, during sickness, a certain 
sum weekly, and a fixed sum for burial expenses to 
their families after death. The Constitution ante for 
scientific or literary societies may be drawn on for 
this. The object may be stated as *' to secure mutual 
relief in case of sickness resulting from disorders, 
disease, or accidents, and assistance to the family of a 
member in case of his death.'' The officers will be the 
same, omitting the Curator and Librarian; there may 
be either a Financial as well as a Recording Secretary, 
or the latter, as in the case of the Building Association, 
may act as Financial Secretary, receive a small compen- 
sation for his services, and give security for the faithful 
performance of his trust. Instead of the committees 
named, there should be committees of three each on 
Finance, Membership, and Visitation. The Visitation 
Committee, which is to see and report upon the condi- 
tion of sick members, should be formed so that all the 
Ileal thy members serve on it for three months, one mem- 
ber dropping out and another taking his place monthly. 
For Article 4 the following should be substituted: 

Article 4. — 1. Any male (or '^any person" if 

females are to be admitted) residing within (here 

state limits), between the ages of (here state the 

limits of age)^ of good and sound health and consti- 
tution^ may become a member oi the Bociety on the 
following terms and conditions, \» V\t\ \. ^^ Vox 
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"he" or **she," if females he admitted) shall make 
application in writing to the Pi*esident for admission 
to membership, which application shall be indoi-sod 
by some member in good standing; and the President 
shall transmit the same to the Committee on Member- 
ship, who shall investigate the character 'and stand- 
ing of the applicant, and refer him (or *' or her'') to the 
physician of the Society, who shall report to the Com- 
mittee upon the physical condition of the applicant. 
The Committee on Membership shall thereupon report 
upon the case, and transmit therewith the report of 
the physician. If the report of the Committee be 
favorable, the applicant shall be balloted for, and if 
less than one-third of the balls, on the counting of 
the ballots, be black, he (or ''he or she") shall be 
declared elected. But if any applicant be reported ad- 
versely on account of character and standing, he may 
appeal to the meeting, and after an examination of the 
facts, if a majority of the votes be favorable, he may be 
balloted for again. Should the result of the second 
ballot be unfavorable, his (or ' ' his or her ") application 
shall not again be received under one year. 

2. Each member shall pay the sum of (here 

insert amount) dollars as an initiation fee, and shall 
sign the Constitution ; and each member shall pay the 

amount of (here insert amount) at each stated 

monthly meeting, as his dues ; and any member failing 
or refusing to pay his dues for over two months, shall 
be suspended from meinbei*ship and debarred from 
receiving any benefits until all dues, fines, and arrear- 
ages have been paid ; and for each month's neglect to 
pay any dues, a fine of twenty-five cents shall be im- 
posed on the member so offeudmg. 
3. Should the funds of ttie Socv^V.^ i«^ '^xtwij^ 
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umisual demands upon it from sickness or deaths, 
then it shall be lawful to levy and collect an assess- 
ment of not more in any month than the dues of that 
month; and any member failing or refusing to pay 
such assessment shall be subject to the same penalty 
as for the non-payment of dues. 

The distribution of benefits may be regulated by an 
Article like the following : 

Article — . — 1. In case of the sickness of any 
member for more than one week, or in case of an 
accident which, from its nature, prevents him from 
attending to business for more than one week, he may 
make application to the President, who shall immedi- 
ately direct the Committee on Visitation to visit and 
report. If they report favorably on his application, 
the President shall draw his warrant on the Treasurer, 
attested by the Secretary, for the payment to the sick 

or disabled member the sum of Qiere state sum) 

per week, while such sickness or disability continues, 
the certificate upon honor of the physician in attend- 
ance determining the continuance: provided^ if the 
sickness or disabii ity continue for a period longer than 
(here state limits of time)^ the said weekly allow- 
ance shall be diminished one-half : and provided, fur. 
ther, that all dues becoming payable during each 
allowance, and all arrearages shall be deducted, and 
credited to the sick member. 

2. In case of the death of any member there shall be 
paid to his (or ^' his or her," if females be admitted) 
heirs or legal rei)resentatives, the sum of (here in- 
sert amount) dollars, for burial expenses; and in case 
of the death of the wife (or " wife or husband," if fe- 
males be admitted) the sum oi Oxeve rnseH ^u•w^^ 

dollai^, for the same purpose. 
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A sug-gestion is made here, that in cases where the 
society is formed of both sexes, and the wife loses a 
husband, she should receive the same sum that the 
wife of a male member does on his death ; and in case 
of her death, the heirs should only receive the same 
sum as the male member does on the death of his wife. 
The reason for this is the reason for making a distinc- 
tion at all, namely : that in the former case the bread- 
winner is lost. 

The last preceding article stands in lieu of Article 8 
of the Constitution of the Institute, antey if that be 
used as a model. 

Mutual Benefit or Mutual Aid Societies differ 
from Beneficial Societies in this, that the benefits for 
sick members and the families of those who die, are 
"raised by assessments on the well or surviving mem- 
bers. As that would not give immediate relief, the 
first payments in case of sickness come from the re- 
serve fund, which is made up from the initiation fees 
of members, and interest. Here the members pay no 
dues, but merely assessments. The limitations as to 
age and physical condition are the same. On a larger 
scale, as in cities, they have salaried officers, buildings, 
etc., and are conducted on the same principle and 
managed in the same way as life assurance associa- 
tions. For a village, however, or where the members 
are not likely to exceed one or two hundred, they can 
be organized after the plan we furnish, and the salary 
of the Secretary Ik^ merely nominal. The Article on 
benefits and assessments may be as follows: 

Article 1. I. In case of the sickness of a nunnber, 
after the Visiting Committee shall have reported favor- 
ably on Ids case, the Secretary s\\vxW ^\N^\\'CiNl\^^V<<N<$ja.<;3c^ 
member of an assessment oi Vjiere lusexX. cxm^'v^-'^^ 
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cents per week, to be paid to him for the benefit of the 
sick member, and to be continued until further notice ; 
and the payment for the first week's benefit may be 
taken, in advance of the payment of assessments, from 
the reserve fund; but whenever the Visiting Commit- 
tee sliall certify to the convalescence of the sick mem- 
ber, notice shall be promptly given of the cessation of 
assessments in his (or ' ' his or her '') case. 

2. In case of the death of any member, there shall 
be collected from each and every surviving member 
an assessment as follows: From those of the age of 

twenty-one and not over thirty-five, the simi of 

(state amount) dollars; from those over thirty-five 

and not over forty- five, the sum of (state amount) 

dollars ; and of those over forty-five and not over fifty- 
five the sum of (state amount) dollars ; the total 

amount of said assessments to be paid, less a deduc- 
tion of five per centum, to the heira or legal representa- 
tives of the dead member ; said deduction of five per 
centum to be added to the reserve fund. 

3. Political. 

Under this head may be taken all partisan organiza- 
tions, no matter what be the nature of the cause they 
supjx)rt. The "superior " authority under which they 
act has a more perfect organization, and the ** cam- 
paign clubs," which rarely survive the election can- 
vass, a looser one; but they all have to be conducted 
with more or less method, and are governed in their 
business ])y the rules of order, for the reason that rules 
of order are made, namely, to secui*e d(»eorum and ex- 
pedite l)usiness. 
In the CHse of an ExecvitWe CuwwmWfc^ ol ^>^%xV$^ 
chosen by vote of the electors oi l\ia\, i^axV^ \io w\^\v^'^^ 
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the partisan affairs of their constituents, the Constitu- 
tion, or as it is usually styled, the *' Rules " or *' Stand- 
ing Rules," should be precise, and incapable of mis- 
construction. The following, in which the "Repeal- 
able Rules " are in the nature of by-laws, will serve as 
a model for the use of any party, changing dates, 
places, and hours, as suits convenience or inclination: 

Article 1. — 1. An annual election shaU be held on 

the {insert date), in the several townships of the 

county of — - {insert name of county, and if a city he 

included, add "and wards of the city of " naming 

the city), and at such election there shall be chosen 
one delegate to this Committee to serve for two years 

from the first {insert day of week) following said 

election ; and at the same time and place there shall be 
chosen three judges and one clerk of primary election 
to serve for the ensuing year. 

2. Such election shall be held at such places as may 
be fixed by order of this Committee, between the hours 
of seven and nine in the afternoon ; the voting thereat 
shall be by printed or written tickets ; a register of the 
names and residences of the voters shall be kept and 
returned by the judges and clerks, along with the 
certified results of the elections to this Committee, on 
the day following the election, at such places and dur- 
ing such lioui^ as it shall appoint ; previous to such 
election the ballot-box shall be freed of all its contents, 
and displayed empty to the voters present before any 
votes shall be received; and no votes shall be received 

save from qualified voters, known to be {name 

party) and residents of the district, townslii}), {or "or 
ward," if a city he included) in which they vote. 

Article 2. — 1. Notice of all v^iuvviyy eliictious for 
delegates to any county or otii^r (iO\\>^^\x\l\Qvx<i»i^'^^^s^ 



i 
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order of this Committee, must be given at least five 
days previous to said election ; such election must be 
held at least five days previous to the time fixed for the 
meeting of said convention; and all such elections 
must be held and conducted under the restrictions and 
subject to the rules and regulations adopted for the 
election of members of this Committee. 

2. The President, Secretary, and Chairman of the 
Executive Committee shall sit at the place specified for 
that purpose in the notice for the election of delegates 
to any convention, to receive credentials and issue 
certificates of election to delegates entitled thereto; 
but such certificates shall be only prima facie evi- 
dence of a delegate's election to a seat if contested; 
and any contestant deeming himseK aggrieved there- 
by, may file a notice of contest with the said Execu- 
tive Committee, who shall return the same to the 
convention as the sole judge of the election and quali- 
fication of its members. 

Article 3. — l. This Committee shall fill vacancies 
occurring in its own body ad interim until the time of 
regular election, and as the sole judge of the election 
and qualifications of its members, may admit, in case 
of contest, such members as it may think just, or order 
a now election, and shall have the power to fill vacan- 
cies for judges and clerks of primary elections, until 
after tlie next election lield under its call. 

ARTUHiE 4. -Tlie d(Oe<(jites from eadi township (or 
"or ward" /// ('(tsc a cittj bo iiwhuled) shall nominate 
to this Committees a local Executive Committee for 
their township {(>}' "or ward"), not to exceed six in 
nmnher (or one for each [name party] vote cast at 
if/u' /(ifit election for Governor oj* tlie Stale, m «uftK 
^owi^.sh/p [or icard\, if that bepreJerred')/\x\^^\^^^»\^. 



CONSTITUTIONS AND BY-LAWS. 12T 

to the delegates themselves, who shall be ex officio 
meuibei^s of said Executive Committee. 

Article 5. — 1. At the first regular meeting after 
the (name dale of election, as set down in Arti- 
cle 1, Section 1,) of each year, this Committee shall 
elect for the ensuing year a President, two Vice- 
Presidents, a Secretary, a Treasurer, and a Sergeant- 
at-Arms, who shall hold office until their successors 
shall have been elected, and who, in addition to the 
duties incident to like officers in like organizations, 
and implied in their several titles, shall perform such 
duties as are imposed on them by these rules, or by 
order of this Committee. 

2. The Pi'esident shall appoint all Standing Com- 
mittees, and, unless otherwise ordered, all Special 
Conmiittees, of all of which Committees he shall be a 
member ex officio. The Secretary shall give timely 
notice of all meetings of this Committee, and attest all 
orders or notices by the President of this Committee. 
The Treasurer shall be ex officio a member of the Fi- 
nance Committee, and shall deposit all funds in his 
charge in such bank as shall be named by the Finance 
Committee. 

Article 6.— 1. There shall be five Standing Com- 
mittees, as follows: 1. Executive Committee, of nine 
membei's; 2. Finance Committee; 3. Naturalization 
Committee; 4. Canvassing Committee; 5. Document 
Committee; eacli of which, with the exception of the 
Executive Coiuniittee, shall number five each. 

2. The Executive Committee shall exercise a general 
control, oversight, and management of alfairs when 
this Committee is not in session; shall attend to all 
public meetings and other business ordered foi* excx^u- 
tlon; and sliall i*eport a summary ol \\^ \.\:v>cfcVi^Jixvv^ 
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from time to time ; and the member of this Committee 
fix)m each township {or "township and ward") who 
has tlie shortest time to serve, shall place himself in 
communication with the Chairman of the Executive 
Committee. The Naturalization Conunittee shall have 
full charge of all matters pertaining to the naturaliza- 
tion of aliens. It shall report from time to time the 
number of naturalization papers needed, and when 
orders are provided for the same, shall see that proper 
distribution is made to members of this Committee; 
and the delegate from each township (or "ward or 
township") having the longest time to serve, shall 
place himself in communication with the Naturaliza- 
tion Committee. The Finance Committee shall have 
the collection and distribution of all funds raised ajid 
expended for the pui*pose of this Conunittee; shall 
audit all bills before payment, and retain vouchers for 
the same ; and shall report to this Committee at each 
regular meeting. The Canvassing Committee shall 
have charge of all matters pertaining to the canvass 
and registration of voters throughout the county. 
They shall ascertain all facts in relation thereto, and 
communicate the same to this Committee, or to its . 
members when required. They shall provide each 
member of this Committee with canvass books for each 
election district {or "precinct") in his township {or 
"or ward ") at least three weeks prior to any election. 
Tlie Document Committee shall prepare and circulate 
such political documents as this Committee may 
authorize and direct, or as it may deem appropriate or 
advisable. The Committee shall submit to this Com- 
mittee, from time to time, such public documents as it 
considers best to distribute, and such other matters 
and facts as appear advisable to lay \)eioY^ \)cv^ \!.\M\a^ 
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either through their party organs or in documentary 
fonm. 

Article 7. — 1. The regular meeting of this Com- 
mittee shall be on the (name date) of each month, 

except during the ten days next preceding any county 
or State election, when it shall be held nightly (Sun- 
days excepted) ; but special meetings may be held at 
the call of the President, of his own will, or on the 
written demand of the Executive Committee ; and at 

all such meetings {name number) members shall 

form a quorum. 

Article 8. — 1. The parliamentary rules laid down 
in Payne's Rules of Order, published by the Excelsior 
Publishing House in New York, shall govern the 
deliberations of this Committee, so far as the same may 
apply; but the order of business shall be as follows: 
1. Roll call; 2. Reading the Minutes; 3. Reports of 
Standing Committees ; 4. Reports of Special Commit- 
tees; 5. Unfinished business; 6. New business; but 
special communications may be considered before new 
business is in order, by a two-thirds vote. 

Article 9. — 1. These rules may be amended at any 
regular meeting by a vote of two-thirds of the mem- 
bers present, provided that notice of such amendment 
has been given in writing at tlie regular meeting pre- 
vious to the meeting at which such vote thereon shall 
be taken. 

repealable rules. 

Rule 1. — Members from the several townships {or 

'* wards and townships") will furnish the Secretary 

with the lists of polling-places for primaries in their 

several election districts, at least one week pi-evious to 

any primary election for delegateis or TkifcTs^ae«c^. 

9 
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Rule 2. — Township and district (or * ward, town- 
ship, and dislnct ") clubs, or other {name party) or- 
ganizations, Jire requested to send the names and 
addresses of their officers, and the number and street 
of their customary meeting-places, to the Secretary of 
this Committee. 

Rules. — Townships {or *' wards and townships") 
will manage and control their own local public meet- 
ings during the canvass, in such manner as they may 
deem proper ; but if they desire to be furnished with 
speakers, they will give the Chairman of the Executive 
Committee, or the President of this Committee, at 
least four days' notice thereof. 

Rule 4. — Members will report to the Secretary at the 
earliest possible time the names and addresses of the 
Chairmen of the several township {or *^ward and 
township ") local Executive Committees. 

In the case of political clubs, for small localities, the 
Constitution should be of the simplest kind. The 
following will serve as a model : 

Article 1. — This Association shall be known as 

*'The {name party it supports) Club" of 

{nams place) ^ and its object shall be to maintain the 
principles of, and support the candidates regularly 
nominated by the {name party) party. 

Article 2. — The officers of this Society shall be a 
President, Vice-President, Secretary, and Tl^surer, 
who, with the Chairman of the Finance Committee, 
shall constitute an Executive Committee for the trans- 
action of business when the Club is not in session. 

They shall be elected annually on the {name date), 

and continue in office until their successors are chosen. 
Article 3, — Any legal voters oi \)c\as» — Vstode, 
locality) xvhr, «!»« known as Cwime partij^ N<^\fc^c^ 
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of (name place), or any other legal voter who 

publicly proclaims his intention and purpose to vote 
at the coming election for the candidates regularly 

nominated by the {name party) party, may 

bet'xjme a membej; of this Club by signing this Ck)nsti- 
tution ; but no dues or assessments shall be required of 
members, and the expenses of this Club shall be borne 
by voluntary contributions only. 

Article 4. — This Club shall meet on (name 

date and time of meeting), and at such other times as 
it may be called upon by-tlie Executive Committee. 

Article 5. — The President shall appoint a Finance 
Conunittee to attend to ways and means, consisting of 
five members, of which, and likewise in the case of all 
Committees, the President shall be ex officio a member. 

Article 6. — Payne's Rules of Order, published by 
the Excelsior Publishbig House of New York, shall 
govern the deliberations and business of the Club, so 
far as the same may apply. 

If it be desirable to continue the Club for any time 
after the election has been determined, this Constitution 
may be amplified, and the customary Article added to 
prevent hasty amendments to the Constitution; but 
for the ordinary purpose of a campaign, in a precinct, 
township, or ward, the foregoing is all the bond of 
organization needed. All else is mere verbiage. 

4. Village Companies. 

In a village, or in the wai*d of a city, necessity or 
gain, or a spirit of entoi*prise, call for various organ- 
izations to effect certain desirable pui'poses. Thus, in 
a village, where there is an insufficient local govern- 
mentj it beiufr part of some to"JVi\s\\\^mNX\o>3X.^^l'5i^^- 
of a distinct luunicipaliiy, yel \iaxm^ vcAfc^t^^s. ^c^^^ 
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own outside of the rest of the township, much puhlic 
work has to be done by co-operation and joint action 
of bodies of the villa^rs. And though a city may 
have its mayor and common council, yet the wards 
requii-e something to be done by the citizens. Thus 
the unincorporated village, which has no water-works, 
possibly not even a cistern, requires its volunteer fire 
company, its improvement society, its associations for 
the prevention and detection of crime, and possibly 
others. The ward of a city, especially if it lie on the 
outskirts, requires an association of property-holders, 
because it is apt to be peopled by holders of little 
houses, who must make activity and judgment do duty 
for capital. 

VILLAGE FIRE COMPANY. 

This is always a necessity, especially where a cluster 
of wooden houses are to be found, and each in close 
proximity. A fire engine, small or great, worked by 
hand, is requu^ed ; a supply of hose, very plentiful, if 
a stream or pond can be reached thereby, and a num- 
ber of buckets to convey water from wells and cisterns 
by a line of carriers. Then bags are needed to convey 
portable property. A Constitution may be adopted like 
the following : 

Article 1. — The name of this Association shall be 

*'The {insert any title chosen) Fire Company," 

and its objects shall be to preserve buildings from fire, 
and to protect personal property. 

Article 2. — 1. The oflTicoi's of this Company shall be 
a Foreman, Assistant Foreman, Secretary, and Treas- 
urer, who shall be elected annually on the (state 

date), aiid shall hold their offices until their successors 
be chosen. 
2. The duty of thp. Foreman, ai\dmVvs> ^iJo^wc^,'^^ 
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Assistant Foreman, shall be to superintend, direct, 
and command the operations of the Company at fires ; 
and at all meetings of the Company for business, the 
Foreman, and in his absence, the Assistant Foreman, 
shall be President, with all the powers and duties of 
said office. The duties of the Secretary, who, in con- 
sideration of the faithful performance of said duties, 
shall be exempt from all dues and assessments, and of 
the Treasurer, shall be the same as in associations and 
companies of like nature with this. 

Article 3. — 1. Any citizen of the age of twenty-one 
or upwards, and minors over eighteen, with the written , 
consent of their parents or guardians, may be elected ! 
an active or contributing member of this Company, by 1 
a majority vote of the members present at any stated 
meeting. \ 

Article 4. — 1. Members shall be divided into two 
classes : Active and contributing. 

2. Each active member shall pay the sum of 

{state amount) cents per month into the ti^easm^y of the 
Company, together with such fines as may be at any 
time imposed on him for violation of the rules and 
regulations. 

3. Each contributing member shall pay, on joining, 

the sum of (state amount) dollars into the treasury 

of the Company, and a like sum annually thereafter ; 
and each contributing member shall be exempt from 
active duty, and from the fines and penalties incurred 
by its neglect. 

Article 5. — 1. Every member shall pix)vide himself 
with the following articles, within two weeks after 
joining the Company, namely: Two leathern buckets, 
each having in white letters \\\s iwWXaXs* ^\\^ S^^sfc xv^vx^^ 
of the Company, and two cauv\xs> \>yb^^>aQNX>^^3>^'^^^ 
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and bags to be of such shape and pattern as may be 
appix)ved by the officers of the Company; and each 
active member, in addition to the buckets and bags 
aforesaid, shall provide himself, in less than one month 
after johiing, with the following articles, namely: A 
glazed and painted hat, a glazed and painted cape, each 
bearing the name of the Company, and a greatcoat, 
all to be of the material, color, and pattern which may 
be agreed upon and approved by the Company. 

2. Each member shall keep his bags and buckets in 
the most convenient place in his dwelling-house, open 
at all times to inspection, and shall keep them empty 
and in good repair. 

3. It shall be the duty of each and every member, 
when an alarm of fire has been sounded, to proceed 
with his bags and buckets to the engine-house {or 
*' hose-house," if a hose company), and to assist in 
dragging the engine (or *' hose-carriage," if a hose 
company) to the place of fire; or if the engine {or 
*' hose-carriage ") have started, to proceed there with 
his bags and buckets; and, in either case, on arriving* 
there, to place himself under the control of the fore- 
man, or whoever may be in charge of operations. If an 
active member, he will assist in working the engine 
{or "laymg the hose," if a hose company), and will 
remain there until the fire is over, and then assist in 
returning the engine {or "hose") to its house. If a 
contributing member, he will assist in forming a line 
around the engine so as to prevent the interference of 
non-niembers, assist in forming a water-line where 
needed, and act, avIk^u required, as guard over i)ortable 

property removed from the dw^elling. 
^. The active membei^, other t\vvx\Y W\^¥ot^tcv^\\.«xv\ 
^ ' ' ' ^oremaii, sliall be dWiOLeOi mU) ^^iiWviw^ q»\ 
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three each, and in regular order a section shall have 
charge of the engine and hose (or "carriage and 
hose"), and shall keep the Ciigine-liouse and ])r()])erty 
in good and serviceable order, including needed i^epairs 
to the engine and hose (oi' "carriage and hose"), re- 
porting to the direction, if the I'epair he costly, for 
their approval ; and each member shall join his section 
at the time mentioned, a list of the sections and times 
of service being hung in the engine-house. 

5. Each member shall be pix)vided with a key to 
fit the lock of the engine-house (or "hose-house"), 
which he shall always keep by day about his person 
and at night in some accessible place; and this key 
must not be lent or given to any person not a member 
of this Company. 

6. The engine-house must not be made a lodging- 
place ; but two bunks may be pix)vided, and furnished 
with suitable beds and bedding, the latter, when not in 
use, to be kept under lock and key ; and when, f ix)m a 
prevalence of incendiarism, or any other just or reason- 
able cause, the Foreman may deem extra vigilance 
necessary, he may detail two active unmarried members 
to remain in the engine-house during the night, ready 
to start the engine and tender (or " hose-carriage ") to 
the place required. 

7. For each and every violation of the foregoing 
sections, and for violation of any rules or regulations 
for order and cleanliness about the engine-house (or 
"hose-house"), which the ofHcers, by and with the 
consent of the Company at any stated meeting, ai^ 

empowered hereby to make, a fine of (state sum) 

cents shall be paid into the treasury of the Company 
by eaeh and every active membet ^o o^^\\^\\\S»,. 

Article 6. —A list of the acVw^ vxtv^i e55»\v\x^NiJC\s»g| 
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members, and their several places of residence, shall 
be made, framed, and conspicuously displayed in the 
eiif^i lie-house, and shall be amended from time to time, 
if required, by the Secixitiuy. 

Article 7. — A member who sliall neglect or refuse 
to pay his dues and fines for more than two months 
after they become due, may be suspended until all 
arrearages shall have been paid ; and if he contmue to 
be in arrears after six months, or if he so conduct 
himself as to throw odium upon the Company, he 
may, after a fair trial as to the fact, be expelled from 
membership. 

Article 8. — In case of a fire, the first member ar- 
riving at the engine-house shall have charge of the 
pipe {or "butt," or "branch-pipe," accordiwgr to the 
word used in that locality)^ and, in case of the non- 
arrival of the Foreman, or Assistant Foreman, shall 
direct all operations at the fire ; but on the ari'ival of 
the Foreman, or Assistant Foreman, shall submit to 
his direction. 

Article 9. — 1. The Foreman, Assistant Foreman, 
and Secretary shall constitute a Committee of Inspec- 
tion, whose duty it shall be to visit the engine-house 
once a week, and see that the section in charge does its 
duty, and also the houses of members weekly, to see 
that the bags and buckets are in good repair, empty, 
and accessible. 

2. The Foreman shall appoint a Committee of Ways 

and Means, of which lie shall be ex officio a member, 

to devise plans, when needed, for an increase of the 

funds in the treasury; to contract for a lii-e-engine or 

Iiose when nooded, or for substantial repairs to the 

same, and to such other financiaV W^\we^^ ^a& "Oae;^ twscj 

^ instrv^' ~ ^ > by this Com\>aw>f v ^^^ "Ocv^ ^^^ 
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Committee shall report its action at each business 
meeting of the Company. 

Article 10. — The regular business meetings of this 

Company shall be held on {insert date)\ but 

special meetings may be called by the Foreman, when 
he deems it necessary, or on written request of five 

members ; and at all such meetings (insert num- 

b ^r) members shall constitute a quorum. 

Article 11. — At business meetings, Payne's Rules 
of Order, published in New York by the Exdelsior 
Publishing House, shall govern the debate and delib- 
eration, and the order of business therein laid down 
shall be followed, so far as the same may apply, unless 
transposed or altered by a two-thirds vote, or suspended 
by unanimous consent. 

Article 12. -Amendments to, or alterations of, this 
Constitution shall not be made except by a two-thirds 
vote of the members present at any stated meeting, 
said amendments or alterations having been first pub- 
licly posted in the engine-house, with the proposer or 
proposers' names appended thereto, at least one month 
before the meeting at which they are adopted. 

Where there is a cistern in the village, or a pond 
from which water may be drawn, or near-by wells, the 
foregoing form will serve ; but where there is a i*egular 
water supply, with mains and plugs, a section will 
.have to be added in regard to the distribution of water, 
or it may be placed in the rules and regulations of the 
Company, and all the part referring to leathern 
buckets struck out. 

improvement societies. 

In large municipalities such socieixes* ^^c^ ^<eckfc\aJ^:^ 
formed by property-holders in a ^ax^^ Tasyc^ V» ^cxa^^ 
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their rights than anything else, the government of the 
city attending to streets, parks, and such matters. In 
a village or hamlet, such a society takes a larger field. 
But, as it is not armed ^\4th any powers, it can do 
little except through the agreement or by the assent of 
j)r()perty-holdei's. A Constitution for such an associa- 
tion states as its object '*to secure the protection of 
pi*operty, and the general improvement of the village 
of - — (naming the place). ''^ But, while it has but 
few officers, it must necessarily have a number of 
Standing Committees, such as on Streets and High- 
ways, Shade Trees, Legal Questions, and Greneral Im- 
provement. It would be better, indeed, in all cases, to 
organize as a Horticultural Society, and to make mat- 
ters of improvement and protection to property distinct 
sections. A form for a Constitution, after these re- 
marks, is scarcely needed. 

DETECTIVE SOCIETIES. 

In villages where there are but few people, or in 
spai'sely settled neighborhoods, there is but little pro- 
tection against the raids of thieves; and the depreda- 
tions of tramps are a continual source of annoyance. 
In places within a short distance of populous cities, the 
fanners and gardeners suffer from midnight prowlers 
who plunder their fields and gardens ; and the orchards 
are ix)bbed by gangs of roughs from town, especially on 
Sundays. To arrest and punisli these sneaking crimi- 
nals, a combination of action is necessary. In many 
States societies for this purpose are armed with peculiar 
po Wei's ; in othei^, tlie right of ari^est is coiifen*ed upon 
freeholders ; but in any case, or anywhere, the com- 
mon law gives the citizen tTae T\^\\t, to arrest any 
one caught in tlu commiss\oi\ ol GTc\\xife, esc oxL^\x»fc 
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and cry, and convey him before the nearest magistrate. 
As tlieso petty thieves generally go in gangs, it is 
dangerous for the single individual to attiick them, 
hence the advantage of a society, botli from its mem- 
bers and the system and method under which it may 
operate for the general protection. 

The following will be found a fitting Constitution 
for a society of the kind, and capable of being easily 
altered and adapted to any particular locality or need : 

Article 1.— Tlie name of this Association shall be 
'*The Society for the Prevention and Detection of 
Crime " ; its office shall be located in (state local- 
ity)^ and its objects shall be the prevention and detec- 
tion of offences against pi*operty and the person, and 
the legal punishment of offenders. 

Article 2. — Tlie officers of this Society shall be a 
President, Vice-President, Secretary, and Treasurer, 
who shall be chosen at the annual meeting to be held 

on (name date), and three chosen members to be 

elected at the same time, who together shall constitute 
a Board of Directors, and a Marshal, who shall be 
chosen by the Board of Directors aforesaid, as soon as 
may be after their election. 

Article 3. — Any freeholder residing within 

(state limits of residence) may become a member of this 
Society by consent of the members at any stated meet- 
ing thereof, by signing this Constitution, and paying 

into the ti^easury of the Society the sum of (state 

amount). 

Article 4. — The meetings of this Society shall be 

held monthly on the (name date)-, but special 

meetings may be called at any time by the Board of 

jy'irectors, and at all such meetmgs ^owv^ Ttwrnv- 

lerj members shall form a quoruiu. 
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Article 5. — Eiieli member shall pay the sum of 

i state sunn dollars per annum as dues, and such as- 
s«^ssiiifiit as iiiav l;e l«*vieil bv the Board of Directoi^s 

« ft 

or l»v tlir S<K'iety, for the purpose of apprehending 
c'riiniiials wlio have connnitted depredations on the 
pn)l)erty, or violence on the persons of members or 
othei*s under its protection; but such assessment shall 

not exceed in any one case the sum of (state limit) 

on each and everv member. 

ft 

Article 6. — Tlie members under the age of (state 

age) shall constitute a patrol force for the pursuit and 
appi'ehension of criminals, or to guard against crime; 
thoy shall be divided into squads of three, to serve in 
tuni for one month, and together if a gi^eater levy be 
ordered ; when on dutv thev shall be in command of 
th(» Mai'shal, who sliall in all cases be a legally 
ap])ointed officer with the powere of a constable; they, 
while on duty, shall obey the rules and regulations 
made for such purpose by the Board of Directors, and 
thoy shall assemble at such points and at such times 
as may be fixed on, upon signal, equipped as the rules 
may direct. 

Article 7. — The Board of Directors shall have 
power to prepare and enforce all needful rules and 
regulations for the government and management of 
the ])atrol, from which there shall be no appeal except 
to this Society; and in the interval between the regu- 
lar sessions of the Scx?iety to act for, and to perform 
all the duties, and be vested with the rights of the main 
Society, reporting its action with reasons therefor to 
the n(»xt meeting of the Society. 

Article 8. — In addition to the active members, any 

j}ors()u who may pay annually the sutu of (state 

a/zfouNt) int^y the tn^usury of t\\e ^^\cly , TCi«j^ V»^cc>w\^ 
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a contributing member, and will be free from patrol 
duty except the same be voluntarily tendered, and 
from all other dues and assessments wliatso(^ver. 

Article 9. — Payne's Rules of Order, published by 
the Excelsior Publishui*^ House, at New York, 
shall govern the deliberation and debate of the Society 
and the Board of Directors. 

Article 10. —This Constitution shall only be 
amended or altered by a two-thirds vote of all the 
members, and no alteration or amendment shall be 
valid unless written notice thereof shall have been 
given at the stated meeting previous to the one at 
wliich it shall be adopted. 

5. Uniformed Militia Companies. 

The uniformed militia of the several States are, of 
course, organized under legal provisions, and governed 
by the military law of the State, or when in service oi 
the United States, by the Federal Military Code. Yet 
it is desirable that each company should have its 
society or civil organization, for many evident reasons. 
This should be part of, yet nomhially independent oi 
the military part ; and whereas the company will be 
known as Company A, B, or what not, of such and such 
a regiment of the militia, or State Guard, or National 
Guard, of such a State, the civil organization should 
take its own peculiar title, to distinguish it from other 
companies. It should aid and not interfere with the 
discipline of the company, and foster a military spirit 
as well as good feeling among its members. 

The following foi*m may serve as a model on which 
to build something better : 

Article 1. —The name of tliis Cortv^^wrj ^W\\\^ 

(here insert distmctim title, cis ''Yjeaccwj '©^xiss 
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**Waslimgton Light Guard," **Moylaii Troop," or 
whatever fancy name preferred), and its object shall 
be to encourage perfection in the drill and discipline 
of the citizen soldiery, niilitiiry spirit, and good com- 
panionship among its members. 

Article 2. — Tlie regularly commissioned officers 

and enUsted privates of Company {here insert 

letter of Company and number of Regiment) Regi- 
ment, (here insert initials of nam^ of State 

pieces "N. G.," *'S. G.," **S. V.," or as the sams 
may be) shall be the active members of this Company, 
as a civil organization; but contributing members, 
who shall have passed the Committee on Membership, 
may be elected by ball-ballot, provided the scrutiny of 
the ballot shall not show more than five black balls in 
the ballot-box. 

Article 3. — 1. The civil officers of this Company 
shall be a President, Vice-Presidents, Secretary, Treas- 
iirer, and Armorer, who shall perform the duties 
imposed upon officers of the same name in similar 
organizations. 

2. The Captain of this Military Company shall be 
the President, ex officio, of the civil organization, and 
in case of his absence at any meeting, the Lieutenants 
shall act as Vice-Presidents ex officio, and shall preside 
in the order of their seniority of rank ; the First Ser- 
geant shall be Secretary ex officio ; but the Treasurer 
and Armorer shall be elected by printed or written 
tickets on the {insert date) of each and every year. 

Article 4. — There shall be appointed by the Presi- 
dent, immediately after the election of Treasurer and 
Armorer, the following Standing Committees, namely, 
oil Ways and Means, Uniforms, Maisic, Mcnibei^liip, 
and Anniversary, each of wlaicb. sliaW. coxvsvsX. ol ^i\vevife 
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active members ; and of these, and of all Special Ck)ni- 
mittees, the President shall be a member ex officio. 

Article 5. — 1. It shall be the duty of the Secretary 
in addition to the customary duties of the office, to 
keeo a muster roll, which he shall call at the hour 
named for the meeting, which shall always be called 
at sharp time ; to keep an orderly-book with an account 
of all military meetings and parades, which shall at 
every meeting be open for general inspection; to 
record in a separate book copies of all military orders 
issued to the Company, which shall be open to the 
inspection of all members at the civil meetings; he 
shall collect and pay over to the Treasurer all dues, 
fines, and assessments, taking a receipt therefor, and 
reporting the same at the next ensuing meeting ; and 
his reasonable expenses for postage-stamps, envelopes, 
or special messengers, when needed to serve notices 
on members, shall be audited by the Board of Officers, 
and paid out of the treasury. 

2. It shall be the duty of the Treasurer to collect 
from the Secretary, as early as possible, all fines, dues, 
and assessments, duly receipting therefor; to pay bills 
properly audited, or money appropriated, upon a 
written order signed by the President and counter- 
signed by the Secretary ; to open an account of dues, 
fines, and assessments with each member; to keep a 
correct account of receipts and expenditures, and be 
ready, wlieu required, to exhibit the vouchers for the 
latter; to report at the annual meeting in detail the 
state of tlie treasury; to have his books at all times 
ready for inspection by the Board of Officers ; and to 
give bonds in such amount and with such sureties as 
may be approved by the Board oi O^cfc^c^ icrc \}ftR 
faithCiil performance of his duti^. 
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3. It sliall Im^ the duty of tlie Armorer to keep tlie 
arms, accoulivnients, and military apparatus of this 
C()ini)any, its a military orppanization, safely and in 
^o(hI order; to keej) a detailed accomit of the proi>erty 
in ehiirg-e, and its condition, reportinpf fully thereon at 
the annual nie(*tin^, and to the Board of Officers, 
wlien requiivd; to i)rovide, on warrant of the Board of 
Ofiicers, all the anmuniition needed; and all expendi- 
tures thus ordered shall be at the expense of the 
Company. 

4. The Secretary, Treasurer, and Armorer, in con- 
sidenition of the faithful discharge severally of their 
duties, sliall be exempt fix)m all dues, and from all 
assessments other than those for encampment expenses. 

Article G. — 1. It shall be the duty of the Committee 
on Wa^'s and Means to devise proper methods, when 
so instructed, to add to the resource of the Company ; 
to act as auditore of bills and accounts, and to rejwrt 
the i^esult to the Board of Officei*s; to inspect the books 
and accounts of the Secretary and Treasurer; to audit 
the accounts of the latter officer previous to report; to 
attend <^enerally to the })usiness aff aii-s of the Company ; 
and to considcM' and report on any business wliich may 
be referred to them })y the Board of Otiicers. 

2. It shall be the duty of the Uniform Committee to 
direct and supervise the makin<^ of uniform suits, and 
see that they are made in conformity with the regula- 
tion pattern ; and to keep a correct list of the members 
holding uniforms, equipments, and accoutrements. 

8. It shall be the dutv of the Music Committee to 

engage, on the most advantageous terms, the music 

needed at drills and i)arades; to audit all bills for 

music, and to re])ort the same to the Board of Officers, 

r.nri at the next meetuig of th.e Comi^axv^. 
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4. It shall be the duty of the Membership Committee 
vo i-eport oil the character and standing of all persons 
proposed as members, leaving their physical condition 
to be determined under military regulations, and to 
report the same promptly at the next meeting of the 
Company. 

5. It shall be the duty of the Anniversary Committee 
to take charge of the arrangements for a I'eunion or 
other celebration of the founding of the Company as 
determined on by the Company, and to report progress 
from time to time, and make a final report at the first 
meeting after the celebration has closed. 

Article 7. — 1. Each and every active member, ex- 
cept the Seci-etary, Treasurer, and Armorer, shall pay 
as his dues into the treasury of the Company, through 

the Secretary, the sum of {insert sum) per month, 

and shall pay in addition such sums as may be needed 
for the expense of any parade or encampment ; and 
shall also pay any fines that may be imposed for viola- 
tion of specified regulations, which are declared to be 
as follows : For absence from any squad drill {fill this 

and following blanks with amount), cents; for 

absence from Company meetings, cents; for ab- 
sence from annual meetings, dollars ; for retiring 

from ranks without leave, dollars ; but such fines 

may be remitted or commuted, for good and sufficient 
cause shown, by a majority vote at any meeting of the 
Company. 

2. Each contributing member shall pay annually in 

advance the sum of {insert amount), but no fines 

and no assessments except as hereinafter provided; 
and honorary membera shall be subject to no dues, 
fines, nor assessments whatever. 

Article 8.— The President, T\efe-Pic^\^\A.^ '^^J^'^?^ 
10 
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ttiry, Treasurer, aiid Chairman of the Ck)ininittee on 
Ways and Moans, shall form a Board of Officers, who, 
in the intervals of the regular sessions of the Compjfiiy, 
shall have power to act with all the powers of tlie 
Company for its benefit, unless they choose to call a 
special meeting of the Company upon the matter; and 
shall report their action, and the reasons therefor, at 
the next meeting. 

Article 9. — 1. Contributing members shall have 
the privilege of attending the drills of the Company 
at its armory, and, should they become expert in the 
school of the soldier, and choose to provide themselves 
at their own expense with the uniform approved by 
and through the Uniform Committee, may be admitted 
to participate in any parade of the Company, subject 
to the ai^proval of the commanding officer, provided 
they pay their share of the assessment for such parade, 
except in a parade for official inspection, when no one 
but active membei's, or a contributing member who is 
approved as a substitute for a sick or disabled absent 
active member, can appear in the ranks. 

(Before adopting the foregoing, and in case of any 
part of the Constitution of the civil organization of the 
Company, a close and careful examination of the 
military laws of the State should be made. In some 
States the last foregoing and the following article are 
made unnecessary.) 

Article 10. — No member shall be admitted to the 
ranks until the drill-master shall have certified that he 
is sufficiently proficient in the school of the soldier; 
and any member may be returned to the drill-master 
for instruction, should the commanding officer deem 
such member deficient. 
Article 11.— l. The Secretary &\v^ Va^^, \xx -osv 
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orderly-book provided for that purpose, a full descrip- 
tion of the uniform of Company (insert Company 

hotter), and as alterations or additions thereto be made 
fi^oin time to thne, enter the same therein; and each 
and every active meml>er, within one month after he 
shall have joined the corps, shall provide himself with 
a complete uniform, made under the supervision of 
the Uniform Committee. 

2. No member shall permit his uniform to be worn 
by any other than a member of this Company; nor 
shall he himself wear such uniform in public, except 
on parade, or when actually in service of the State, or 
the United States, unless he shall have first asked and 
obtained leave of the commanding officer of this 
Company. 

Article 12. — Each and every member desiring to 

be absent from {state limits) for more than one 

month, must first ask and obtain a furlough from the 
commanding officer, and thereby shall be exempt from 
all fines incurred or assessments levied during bis 
absence; and should he fail to ask and obtain said 
fiu'lough, he shall be liable for all fines incurred by 
reason thereof, and all assessments levied during his 
absence. 

Article 13. — Any member expelled, dropped from 
the roll, or otherwise severing his connection with 

Company {give letter)^ thereby ceases to be a 

member of this Company ; but any member who has 
received an honorable discharge shall have the privi- 
lege of an honorary member, and be entitled to visit 
the armory during drills, and attend the meetings of 

the {give name of civil organization of the 

Company). 
Article 14, —The regular meetmg;& oi ^JccL^^wxv^jj'xxci 
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shall bo held on (name time and date), and the 

h :)u. of nieetinfi^ shall be oight oVlock, sharp, from aixl 

iiichisivo, the fii*st (name day of week) in Mart'li 

to tli(* fii'st (name day of wek) in September, and 

at 7 -J o'cl(x;k, sharp, dunn«»' the rest of the year; but 
s]>ecial meetings may be called by the President, or by 
the Boaixl of OfKcers, should a need arise. 

Article 15. — There shall be held an annual reunion 
of the corps, on the (name date)^ under the direc- 
tion and manap^ement of the Anniversary Committee, 
which i»eunion shall be of such character and take such 
shape as the Company shall previously determine. 

Article 16.— Payne's Rules of Order, published by 
the Excelsior Publishing 5ouse at New York, shall 
govern debate and business at all meetings of the 
Company not under military law; but the order of 
* business, which may be suspended or transposed by 
unanimous consent, shall be as follows: 1. Roll call; 
2. Reading of the minutes; 3. Report of the Board of 
Officers; 4. Reports of Standing Committees; 5. Re- 
ports of Special Committees; 6. Unfinished business; 
7. New business ; but the annual report of the Treas- 
urer shall be received previous to reports of Standmg 
Committees. 

Article 17. — This Constitution may be altered or 
amended by a vote of two-thirds of the members present 
at any stated meeting held after the stated meeting 
w^ioroin such alteration or amendment shall have been 
presented, in writing, and delivered to the Secretary. 

At the close of this Constitution, there should be 
added the following as part of it, the whole to be 
signed by members : 
For and in consideration oi t\\e "Viexv^^^ss. oi t>[v\\\\slt^ 
drill and instruction, which, as inem\>eT^ oi e,ow\v^\v^ 
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(state letter and Regiment)^ we are to receive, 

and the use of the anns and equipment of the Company 
to be by us had and enjoyed, we, the undei^signed, the 

active members of said Company, and of (name 

distinctive title) ^ tlie civil organization thereof, do 
hereby covenant, promise, and agree, we, and each 
of us severally, with the Company aforesaid, and 
the members thereof, that we will pay all dues, fines, 
and assessments as set forth in the foregoing Constitu- 
tion, and that, in all suits which may be brought 
against either of us for the amount of the said dues, 
fines, or assessments, the signatures to this agreement, 
and the books of the Secretary and Treasurer, shall be 
admitted in evidence. 

Of course, where there is a full law in the State 
regulating the uniformed militia, there must be 
nothing in the Constitution which infringes the law ; 
and where there is not, and the Company is an inde- 
pendent lawful organization, military rules and matters 
of discipline may be incorporated in the Constitution. 

6. Church Societies. 

Church societies are organized for parish work, or 
for religious purposes, the same as other associations, 
and are governed by the same rules of order. But, 
out of respect to his office, and to secure his friendly 
counsel and good- will, the clergyman of the parish 
should be a part of the body, holding an honorary 
office. In Roman Catholic or in Protestant Episcopal 
(as the Anglican Church is called m this country) the 
Priest of the former, if he will serve, or his curate, 
should be the spiritual guide; and in the latter, the 
'Sector or his assistant should be t\\e -^^ttciw. Iv^iXsa. 
same way they sliould enlist a Pre^^^.Si \V\3fc «». 
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olfs]i(K)t of tli(» Pn\sl>yt(^naii (Iciioniiiiation; i 
if anion^ the Motliodists; a minister amoug 
lists, and w) on. Wlieiv. it is nieiv i)ari.sh wt 
is extifHielv n(M»tlfiil. 

III printinj^ any of tlie foivgoing Constitution 
should \yi} pi-elixed to <>ach article what we hi 
out to (economize space, the nature of what f< 
As, for instiince, i^^efix to Article 1, *' Title ai 
j€^*ts"; to article on members, *' Membership," . 
on. If the orgtmization be meant for permanent 
Constitution (and By-Laws, if there be any) slioi 
n(nitly printed, of portable size, so as to be carriec 
pocketbook. 



PART YII. 
BUSINESS LITERATUEE. 

Of course, we do not mean by our title mercantile 
correspondence, but have not time to invent a better 
designation. Connected with public business there are 
certain things which have to be written, and one, though 
a business man, distinguished for clear, brief, and 
pointed letters on his affairs, and for statements that 
are models of neatness and perspicuity, is very apt to 
tremble if he have to write a resolution or report for a 
society. The reason is not far to seek. In business 
matters he is treading on familiar ground ; he knows 
the value of time, and his good sense and experience 
befriend him. But when he sits down to write a reso- 
lution, he thinks it is something of a higher nature 
than a business statement; that he is travelling in a 
greater and more difficult path ; and he flounders and 
spreads himself until he becomes wordy, dlfiFuse, and 
perhaps absurd. 

Now, the literature of the business society, and, for 
the matter of that, all literature, is all the better for 
its clearness and brevity. A resolution is the written 
expression of opinion or opinions; it should be stated 
in as few words as possible, for many words weaken 
its force; there should be no attem^^t at flne writing ; 
and when it has said what it means to say, it should 
stop. The less adjectives you\ia\^ \Jtvei\^\XR?c\ ^^^eiCfeKt 
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does the supposed importance of the subject change the 
matter. Big thoughts do not r^uire big words for 
their expression. 

Let us illustrate our precepts by an example, and at 
the same time show how a turgid resolution may be 
reduced to smaller dimensions by the process which 
join*nalists call ' ' boiling down." 

The — Glass Company at — well, we will say Smith- 
lx)rough, because we do not care to give names — ^were 
not satisfied with big dividends made in their trade, 
and hit upon another plan to increase their gains. They 
oi)ened a general shop for the sale of food, clothing, 
and what not, near the works, and they would let no 
house to other shopkeepers. But the men found they 
could buy cheaper at the village two miles away, so 
their custom went there, naturally enough Then the 
company discharged their workmen in a body, and 
only took them back on condition they signed a con- 
tract agreeing to take three-fourths of their wages in 
"orders on the company's store." The result was that 
what with the exorbitant prices at the shop, and the 
attractions of a saloon in which it was suspected the 
virtuous president of the company had an interest, the 
men had no cash left. This thing was too gross, and 
had to be avoided, if possible. The men growled and 
threatened, but it was no use. The company thought 
it was master of the situation. At length, mutiny 
broke out, and a spontaneous mass-meeting was held, at 
which there were some fine specimens of rough elo- 
quence. But an American meeting is nothing unless 
it "resoloots." So the following resolutions, with a 
preamble, were introduced : 

Whereas, The wage-worker deserves and should 
-receive an adequate coinpensatioii ior \i\s ?>^TN\c'i?s/\vv- 
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volving, as they do, an expenditure of brain and 
muscle; and 

Whereas, The Glass Company, by its extortion, 

avarice, and villainy, have practically lowered the 
wages of its employes ; and 

Whereas, The only remedy left us is through the 
prohibition of such practices by law ; therefore 

Resolved^ That the system of paying wage-workers 
in whole or in part by store orders, thereby forcing 
them to purchase the necessaries of life for themselves 
and families at the store of their employer at exorbitant 
prices, depriving them of the privilege of buying for 
cash in the cheapest and best market, lowers the wages 
paid to a mere pittance, and an inadequate compensa- 
tion for the work done, and is so unjust and cruel that 
it cannot be defended on any principle of right, and 
should be resisted in every lawful and constitutional 
way left to its victims. 

Resolved^ That we will vote for no candidate for the 
legislature who does not publicly pledge himself in 
favor of a law forbidding the payment of wages to 
employes in anything but money ; and we call for our 
fellow wage-workers in every branch of industry to 
follow our example, and to aid us and justice by exact- 
ing a like pledge of every candidate for the legislature 
as a condition for support at the polls. 

The resolutions were very much applauded, and 
would have been adopted by a yell of affirmation, had 
not one of the crowd, William Dodd by name, but 
generally known as Hard-pan Bill, got up and cried 
**Mr. Chairman." When he was recognized, he asked 
if the resolutions were open to debate, and was told 
tbej^ wei*e. ' ' Then, " said he, * ^ 1 laa^^ ^ ife^ ^«5f5<is.\Rk 
say on them, " 
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There was a general cry of ** Shut up ! " " Dry up 1 " 
and *' Put tlie question," from the crowd ; but Bill per- 
sist (hI. **I have the floor, Mr. Cliairman," he said, 
"or ratlior the grass, and I shall neither dry up nor 
shut up, till I have said just what I want to say ; and 
I am not to be put down. The Ck)nipany may tyran- 
nize over us, but even my fellow- workmen shall not 
tyrannize over me, and prevent free speech. I agree 
with the spirit and intention of the resolutions, and I 
am in favor of the remedy proposed ; but I want our 
oi)iiiion and our proposed action put in fewer words, 
and in such a way that people will read and respect 
the resolutions. The preambles say pretty much what 
the resolutions do, and ai e no more than the fifth wheel 
to a coach— not as much in fact, for they never can be 
l)ut to use. Then the same thing is repeated in the 
i*(isolutions twice, in places. Then there is another 
tiling: they introduce two dandy words that seem to 
tickle you fellows, but why I can't see. They don't 
tickle me. ' Employe ' ! — why, that French word means 
anybody employed by another. A bootblack is an 
emi)loye, and the pi'csident of a corporation is another. 
I am a workman, / am, and a skilled one— and you 
know it ; and I don't care to be put on a level with an 
inferior class. Not but bootblacks and railway presi- 
dents mayn't be very decent men, and all that ; but they 
don't rise to the level of a workman who has brains 
and skill, and does what he contracts to do. Let's get 
to hard-pan. The resolutions want to be boiled down 
a little. I move that the resolutions be referi^d to a 
committee of three, who are to go out and lick them 

Into shape while the speaking is going on, and i*eport 

them to the meeting for its avpro^aX?'' 
Thei'e was a howl at this propoeitioiv, \>\x\. cm tv, ^^\fe 
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being taken, it was carried by two-thirds, and a com- 
mittee, with Haixi-pan Bill at the head, went out, and 
reported the following, which were adopted : 

Resolved, That the system of paying workmen in 
whole or in part by store orders, and thus denying 
them their right to buy what they require in the 
cheapest and best market, and forcmg them to pay 
exorbitant prices at the company's " store," is a crafty 
mode of lowering wages, to be condemned and re- 
sisted by its victims. 

Resolved, That we will vote for no candidate for the 
legislature who does not publicly pledge himseK in 
writmg, to labor in good faith for the passage of a law 
making a contract for the payment of wages in any- 
thing but cash, void, as against public policy. 

Resolved, That the President of this meeting be in- 
structed to forward a copy of these resolutions, with a 
brief statement of our case, to every trade organiza- 
tion in the State, and to request its co-operation in our 
efforts to obtain proper legislation. 

They might have been boiled down more ; but not 
without, as Hard-pan Bill said, *' taking the juice out 
of them." 

Mere political resolutions are to be treated in a 
different way. The politician does not wish to express 
a decided opinion in a clear, frank, and precise way. 
He cannot anticipate changes in public opinion, nor 
gauge ])ubli(; sentiment correctly. To do either re- 
quires l)i'aiiis, and a man witli brains, unless lie be 
totally devoid of conscience, is rarely a successful 
politician. The language he uses is piu'posely ambig- 
uous; it must be capable of a double construction. 
The poor voter, like tlie boy a\. Wiifc X^^^^-^'c^^^ ^ ''^ ^^^"^ 
his Jiioiicy and takes lus cViovc^.'" ^\x\, ^'^ ^s^sssv oss. 
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business \\iio desires liis views on record, and indorsed 
ami approved by liis fellows, should state them pre- 
cisely in lanj^ag-e which cannot be misconstrued, 
and with as few words as possible. 

The same rule holds ^ood with a printed address, a 
studied aj)i)eal for sup}X)rt or countenance in any en- 
terprise. It should state the case plainly and dimply, 
and it should be cai-efully ^ided by truth. No specu- 
lations, no imaginative statements, but a record of 
facts. Say what you want, and why you want it, .3iid 
no more. But i)lainness of language does not involve 
baldness. A strongly constructed sentence is better 
than a weak one; antithesis brings out your point; an 
epi<^ranmiatic sentence adds force, and the whole should 
woi'k to a climax and then close. Study the great 
mastei^s of style, and you will find their words short 
and their language simple. Tliey never use ''confla- 
gration ■' for " fii-e/' and if they have occasion to speak 
of a })lough, they do not call it "an agricultural im- 
plement." 

The only other business paper outside of a trade or 
occupaticm which occure to us, is the petition. As to 
clearness, brevity, and precision of statement, this 
should follow the plan of the resolution or the address. 
But a petition is a request addressed to a superior, or, 
if to an equal, is still a request for a favor, and is 
boiuid to be respectful in tone, and to follow certain 
prescribed rules as to form. But you should not go 
beyond the mark, and "slop out" the other way. 
When a ])(^titi()n is sent to the President of the United 
States, it is frecpiently headed "To his Excellency so 
and so, Pr(»sident of the United States." The President 
has no title beyond the naiuc ol \\\^ o^c^. "Wcv^w 
George WashiugUm was Greuera\-\xi-C\iAfc^ oi>i>A& ^tvcCas^ 
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of the United States, under their confederacy, and 
before the Union was formed, he was addressed by the 
military and diplomatic title of courtesy, ' ' Your Ex- 
cellency," and people continued it after he became 
Pi*esident under the Union. But the true address is, 
*' To so and so, Esquire, President of the United 
States," the esquire being the courtesy title among 
well-bi'ed people. The same rule applies to Governors 
of States, except in Massachusetts, where they make 
their Governor an Excellency by law. When sent to 
judges of a court, they are always addressed as Honor- 
able, by legal usage ; and in writing to a member of 
Congress, or of the State Legislature, remind him of 
what he ought to be by dubbing him Honorable, even 
if you know his pockets to be stuffed full of boodle. 

After the address, the petition should go on to say, 
" The petition of the undersigned (state who the peti- 
tioners are, such as ' citizens of ,' naming place, 

or tvhat not) respectfully sets forth " ; then state what 
you want, and your reasons for asking it, in the third 
person; as, "That your petitioners, having learned," 
etc., or, "That it is proposed " (or ivhatever prelude be 
best), and, after stating the case, add, still in the third 
person, "and therefore your petitioners respectfully 
request, " adding what they request, and at the bottom 
say, "And your petitioners, as in duty bound, will 
ever pray, etc.," being careful not to spell "pray" 
with an c. Then append the signatures. 

A remonstrance, which is a petition not to do, or 
not to be let done, a certain thing, follows the same 
forms and rules. 



INDEX. 



FA01E 

Absence of Quonim, Effect of 64 

Abstract Opinions not subject to appeal 80 

Account, Financial Secretary's 99 

, Treasurer's 100 

Action of friends of amendment 74 

Additional books during: year 97 

Addresses. . 156 

Adjourn, Motion to^ cannot be reconsidered 88 

, Power of Chairman to 86 

Adjourned, When Question of Order may be 88 

Adjourn is not in order, When motion to 75 

Adjournment declared by Chair 89 

Adjournment in order. When 72 

Adjournments and Recesses 88 

Adopted Amendment may be stricken out 75 

Aa^ricultural Society, Constitution of 107 

Aid Society, Mutual 103 

Amended, Matters that cannot be 93 

Amendment, Commitment put before 18 

, Action of friends of 74 

inadmissible. Rejected 75 

may be stricken out, Adopted 74 

Amendments 92 

before Main Question 72 

, Conflicting 73 

, Speakinc: to 73 

to, Motion to postpone 77 

Anniversary Committee 145 

Appe-.il 80 

, Abstract Opinions not subject to 80 

a matter of privilege 72 

is not a matter of right, When 80 

, Nature of Question on 80 

, Pri'sident's official rights on 80 

, What subject to 80 

Appointment of Tellers 36 

ApJ)roi)iiate business for Standing Committee <5ft 

A PiihJic Meeting ^ 



160 INDEX. 



PAGE 

Artificial Quorum , ft4 

Association, Constitution of Building and Loan 109 

Associations, Of Organized 9 

Attendance on Conunittee 70 

Auditing Conunittee 34, P2 

, Duties of 62 

, Report of 62 

Barbecue 63 

Beneficial Society 120 

Benefit Society, Mutual 123 

Blanks, Question on filling 76 

Blasphemous and seditious words 87 

Board of Directors 189 

of Ofllicers 145 

Books during year, Additional 97 

Business for Standing Committees 69 

Literature 101 

, Order of 66 

By-Laws 32,106 

, Constitutions and 101 

oflnKtitute 105 

of Lyceum 32 

Call for a count 64 

Calling a member by name 86 

Call of the house 65 

to Order, how made 85 

Catalogue for Library (public) 96 

, How made. Library 57 

of Library. Form of Index 96 

Caucus 14 

Chair appoints Special Committees 69 

Chairman of Committees 68 

Church Societies 149 

Cloture 77 

Coexisting Questions 78 

Commitment 67 • 

precedes Amendment 71 

Committee, Appropriate business for 69 

.Auditing 62 

, " Dutiesof 34,62 

, " Report of 62 

, Anniversarj' 144 

, Attendance on 70 

, Duties of Executive 63 

, Executive 83 

(Political) 124 

Repealablc Rules ot m 

Rules of ^^ 



n 



INDEX. 161 



PAGE 

(.'ominittce, Finance 61 

, Library 61 

, Mcmbersliip 61» 145 

, Majority Report of 67 

, Minority Report of 67 

, Music 144 

not in scBsion, When 69 

of the Whole 60, 70 

*' Disordf^rly words in 88 

— - " Freer debate in 71 

*' On Special Motions 70 

*' Organization of 70 

*' rises, not adjourns 70 

" President may dissolve 70 

" Reportof 71 

" " Progress by 71 

of Inspection 136 

of Ways and Means 61,144 

on Debates .. 34 

*' Duties of 84 

on Lectures, Duties of 84 

on Library, Duties of 61 

on MuLCum 32, 61 

on Music 144 

Conimittei'ri €8 

, Chair appoints Special 69 

, Difference of Standing and Special 69 

Governed by Rules 69 

, Powers of Special 67 

, Reports of 71 

, Special 63 

, Standing 62 

Committee to be favorable to Measure . 67 

, Visiting 122, 128 

CommunicatioLs 87 

, Ilovv received 81 

to Committee of the Whole 70 

Companies, Village 131 

Company, Constitution of Military 141 

, Uniformed Military ... Ml 

, Village Fire 132 

Conduct of Public Meetings 9 

Conflicting Amendments 70 

Constitution of Agricultural Society 107 

Building and Loan Association 109 

Debating Society 109 

Detective Society 130 

IliHtoiical Society ^S«. 

Iiitititute ^^„ 



Lyceum , ».«»»» "^ 



1G2 INDEX. 



PAGE 

Constitution of Military Company 141 

Mutual Aid Society , 123 

Mutual Benefit Society 123 

Political Club 130 

Village Fire Company 132 

Constitutions and By-Laws 101 

, Formation of 101 

Convention 14 

, Mode of conducting 14 

Correspondin,^ Secretarj' 83, 57 

Count, Call for a 67 

Curator, Duties of 38, 67 

, Report of 67 

Day, Order of the 67 

Debatable, Matters not 94 

Debate, Deportment of members during 84 

, Improper language in 84 

, Motions in order during 92 

Decision of the Chair, When overruled 88 

Decorum, Order and 84 

Deportment of members during Debate 84 

Detective Societies '. 138 

Society, Constitution of 139 

Difference of Session and Meeting 91 

of Special and Standing Committees 68 

Directors, Board of 139 

Disorderly words, how noted 87 

in Committee of the Whole 87 

Dividing Question, " Strike out and insert '* 74 

Division 79 

, Mode of eflecting 79 

of the Question 77 

, When President may order 79 

Doorlceeper, Duties of ,. 59 

Duties and Forms of Treasurer 54 

Formulas, Official ... . 40 

of Auditing Committee 34 

Committee on Debates 34 

" Finance 34 

*' Lectures 34 

" Membership 85,64 

*' Museum 61 

Corresponding Secretary 33 

Curator 33 

Doorkeeper — 57 

^Arecutive Committee 83, 5Q 

Fwancinl Secretar>' 32 

Lihraridii '%. 



Library Committee ^ 



INDEX. 163 



PAOB 

Duties of President 32 

Recordinp: Secretary 33, 51 

Secretary 33 

Sergeaut-at-Armfl 5S 

Treasurer 38 

Vice-President 32, 57 

Effect of absence of Quorum 64, 65 

Laying on the Table 81 

Postponement 76 

— — Reconsiderarion 80 

Refusing to strike out 73 

the word *' sharp " 10 

Election of Officers 85,39 

Equivalent Questions • 78 

Executive Committee, Duties of 33, 59 

(Political ), Rules of 128 

Powers of .^ 59 

Repealable Kules of 129 

Report of 60 

Wx officio membership 89 

Explanatory Points 89 

Extracts from Minutes 62 

Finance, Committee on 61 

, Duty of Committee on 35, 64 

Financial Forms and Lists 96 

Financial Secretary 21 

, Duties of 32,50 

, Forms for 99 

Financial Secretary's Account 91 

Floor, Motions in Order when Member has 95 

, When two Members claim the 84 

Force of Words 89 

Formation of Constitutions 101 

Pendersville Lyceum 17 

Form of Index Catalogue for Library 96 

Lending-Book 98 

Library Catalogue (Public). 96 

Minutes • 52 

Forms for Financial Secretary 50 

Recording Secretary 50 

Formulas, Official Duties and 40 

Forms used by Presiding Officer 40 

Ficer Debate in Committt^e of the Whole 71 

Grace, Hal f-hour*s 10 

Ha1f-hour\< Grace ^_ 

/lard-pan BilVs Speecb ^^ 



1()4 INDEX. 

FliBtorieal Society, Constitution of 1U8 

How Heron nideration is made TD 

How to IJft tilings from tlie Table 82 

Hou:>«', Call of the (J5 

How to pul a Personal Motion 66 

Improper Langungc in Debate 85 

Improvement Societies 137 

Index Catalogue for Libn r}', Form of 96 

Inspection, Committee of 136 

Institute, Bv-Laws of 105 

, Constitution of 102 

Layine: on the Table 81 

, Effect of 81 

, Nature of 8L* 

, Precedence of 76 

Leave to withdraw a Motion 76 

Lectures, Duty of the Committee on 35 

, Public IH 

Librarian, Duties of 33, 55 

Library Catalogues, IIo w made 57 

, Oommittee on 61 

, Form of Index Catalogue for 96 

Lifting: from Tuble, When improper 82 

Limit of Spealfing 84 

Lists, FiiiJineial Forms and 96 

Literary, Scientific and 102 

Literature, Business 151 

Main Question, Amendments disposed of before 72 

to Debate, Questions opening 95 

Majority of Committee necessary to report 69 

Report of Committee 69 

Matters not Debatable 94 

to be Postponed 76 

that cannot l>e Amended 94 

Meeting, Difference of Session and 91 

of Special Committee 68 

, Public 9 

Member can read Paper only by consent 81 

may speak before Question is put 79 

Members, Rights of 82 

Membership, Committee on 145 

, Duty of Committee on 61 

ex, officio 89 

bombers, Trial of 83 

Memory Table, President's 92 

Militia Company, Uniformed ^^ 

-f Constitution of ^^ 



INDEX. 105 



PAOB 

Minority Report of Committee 60 

Minute-Book 65 

Minutes 65 

, Extract from 52 

, Form of 52 

, Reading of tlie 65 

Mode of conductinij: Conventions "U 

aflfectine: Division 79 

Motion, How to put Personal 66 

, Leave required to withdraw 77 

must be seconded, Why .- 72 

Motions 28 

in Order during Debate 92 

" when Member has Floor 95 

not to be Reconsidered 93 

openina: main Question to Debate 95 

, Precedence of 93 

to Commit, Precedence of ^ ' 76 

to Reconsider made. When 80 

M«)Vor of successful Resolution 69 

Museum, Committee on 61 

, Duty of Committee on 61 

Music Committee 144 

Mutual Aid Society 12J^ 

Mutual Benefit Society 123 

Nrtme, Calling Member by 80 

Natural Quorum 64 

Nature of Laying on the Table 81 

Question on Appeal 80 

Nay;», How ordered. Yeas and 79 

Negative is put, Question Debatable till 79 

Of a Quorum 69 

Officer, Duties of the Presiding 40 

, Forms used by the Presiding 40 

, The Presiding 40 

Officers, Board of 145 

, Election of 35 

Official Duties and Formulas 40 

Of Oiijanized Associations 9 

Order and Decorum 87 

, Call to, when made 85 

durini^ Debate, Motions in 93 

of Busmess 66 ' 

of the Day 67 

" Precedence of 74 

, Rules of 64 

Orders '^ 

, Speci&l ^*^ 



166 INDEX. 



PAGB 

OrganizatiODt PermaDent 16 

of Committee of the Whole 70 

Ore^anized ABsociatioDs, Of 9 

Overruled, Wheu decisiou of the Chair Is 88 

Papers 81 

not a right, Second Reading of 81 

not before the body 81 

only bv consent, Member can read 81 

read, Right to have 81 

Patrol 140 

Pendersville Lyceum, Formation of 17 

Permanent Organization 16 

Peti tion 156 

Points, Explanatory 89 

Political 124 

Club, Constitution of 180 

Poetponed, Matters not to l>e 76 

Postponement, £fiect of 76 

Power of Chair to adjourn 86 

Powers of Executive Committee 59 

Presiding Officer 40 

Special Committee 67 

Precedence of Laying on the Table 76 

Motions 93 

Motion to Commit , 76 

Order of the Day 74 

Privilege 77 

Reports 92 

President, Duties of 82 . 

President, The 66 

President's Memory-Table 92 

Presiding Officer, Forms used by 40 

, Right on Appeal 80 

, The 40 

, Vote of 90 

Previous Question 77 

not to be called, When 76 

should be used. When 77 

Privilege, Appeal a matter of 72 

Privileged Questions not amendable 78 

Privileiare entertained, When 74 

- — , Precedence of 77 

Public Lecture 13 

Meeting 9 

*' Conduct of 9 

Question Debatable till Motion put T» 

divided, When 'H 

— , Division of '^ 



INDEX. 167 



PAes 

Question, how put 78 

on Appeal, Nature of 80 

filling Blanks 76 

, Previous 77 

Questions, Coexisting 78 

distinct, when divided 78 

, Equivalent 78 

Question, The 78 

Quorum, Artificial 64 

, Effect of Absence of 64 

, Natural 64 

, Ofa 64 

Reading of the Minutes 65 

Becesses, Adjournments and 88 

Recess defined 88 

Reconsideration 79 

, Effect of 80 

is moved. How 79 

Reconsidered, Successful Motions not to be 93 

Reconsider, When Motion to is made 80 

Recording: Secretary 66 

, Duties of 83,50 

, Forms used by 50 

Remonstrances 157 

Report of Auditing Committee. 62 

Committee, how made : 71 

Committee of the Whole 60 

Committees 71 

Curator 57 

Executive Committee 71 

Treasurer 55 

Reports, Reception of 92 

Resolutions 82, 152 

, Mover of 69 

, when to be written 82 

Rights of Mem bers 82 

Right to have Papers read 81 

Rules, Committee governed by 69 

of Order 64 

, Suspension of 89 

Scientific and Literary 102 

Second Reading of Paper not a right 81 

Secretary, Con*esponding 33, 59 • 

, Financial 32,50 

, Duties of 68 

, The Recording 66 

Se r^eant-at' A rmSf Dui\e& oi ^ 

S( \^ri()n and Meeting, Difference ot — - ^^ 



168 INDEX. 



PAav 

*• Sharp," Effect of word 10 

Societies, Business 109 

,Cluireh 149 

, Dett^ctive 138 

, Improvement 137 

, Scientific and Literary 112 

Society, Beneficial 187 

, Constitution of Agricultural 107 

, " Debating 108 

, •• Historical 108 

,MutiialAid VcS 

, " Benefit 123 

Si)eal<ini^, Limitation of 88 

to Amendment 73 

Special Committees 62 

, Chair appoints 60 

, Meeting of 68 

, Powers of 67 

S])ecial Orders 66 

Speed), IJnrd-pan Bill's 153 

Standing Committees 62 

•'Strike out and insert," Dividing Question on 74 

Strike out, Efl'ect of refusintf to' 78 

Successful Motions not to be Reconsidered 93 

Suspension of Rules 89 



Table, How to tiike things from ,. 82 

, Things on the 82 

Tellers, Appointment of 36 

The President 66 

The Presiding Officer 40 

The Question 78 

The Recording Secretary 66 

Things on the Table 82 

Treasurer, Duties and Powers of 54 j 

Treasurer's Account 100 

Report 55 

Trial of Members 83 

Two-thirds Vote 90 

Unanimous Consent, When Implied 79 • 

Uniform Committee 144( 

Uniformed Militia Company 141' 

• , Constitution of 141 

Vi^e-President, Duties of 32, 58, 66 

Villas^e Cowpunies 131 

I^ire Company "^^ 

Vote of Presiding Omcer "^^ 



INDEX. 169 

PAGE 

Vote, Two-thirds 90 

Ways and Means, Committee of 61, 144 

"What subject to Appeal 80 

When Adjournment cot in Order 72 

When Appeal is not a matter of right 80 

Wlicn Committee not in Session 69 

When Motion to Adjourn not in Order 74 

When Motion to Reconsider made 80 

When President may order Division 79 

When Previous Question not entertained 76 

When Previous Question should be moved 77 

Wneu Question divided 77 

When Question of Order may be adjoiu-ned 88 

When two Members claim the Floor 84 

When Unanimous Consent is implied 79 

Why Motion must be seconded 73 

Wordb, Blasphemous and seditious 87 

Words, Force of 89 

Words, how noted, Disorderly 88 

Writing, Motion put in 72 

Written Speech read only by Consent 81 

Yeas and Nays, how ordered 79 



RiHER's MOCK Trials. 

Containing iS-Orig^lnal examples of humorous Court 
scenes, adapted to performance by Amateurs or pro- 
fessionals. The only book of its kind ever published, 
being a source of pleasure, practice, and profit. 

CONTE^NTS. 

O^Haffbrty irersns Tin Xitngr.— Six Characters. 

$$i;vearlng' In a Jury, — Seven Characters. 

An llonr In a Police Court. — Nine Characters. 

Roperin "rcrNUN l>n€lcling;'. — Eight Characters. 

Xhc Confident Confidence IHan. — Six Characters 

Ijong:-T^ost Oaybird -rersus Amanda IHeek.- Seven 

Characters. 
Solomon J oblots^ Oreat IjOss. — Seven Characters. 
Serapliina ff'rivol -rersus ''Ag-neville Arg^s.'' — 

Seven Characters. 
Xlte Xrial of Aug'nstns STvindle.— Seven Characters. 
Xltat Oreat Water-Melon Case. — Eight Characters. 
Xlie Case of the IFidoiii^ Croly.— Seven Characters. 
Case of the People versus Xltomas Cat.— Eight 

Characters. 
S^fveet I'^eminine Justice,— Six Characters. 
Perilous Position of .ioltn •losepli James Jenk- 

inissinson.— Five Characters. 
Xhe mouse. A Court Scene. 

CONTAININO IT'S F»AQKS. 



illustrated Paper Coi^or, - - Price 95 cts. 
Bound in Extra Cioth, Oilt, - - ** SO cts. 



For sale by all Booksellers, or will be sent post-paid on 
•eceipt of price. 

EXCELSIOR PUBLISRW^ m\i^^, 

«» A 31 Heekman. St., ^e-wr "VoxU.,-?^.^. 



German at a Glance. 

A new system, on the most simple principles, fot 
XJniversal Self-Tuition, with English pronunciation of 
every word. By this system any person can become pro- 
ficient in the German language in a very short time. It 
is the most complete and easy method ever published. By 
Fraoz Thimm. (Revised Edition.) 

Cound in paper cover, ... price 25c. 
L ound in boardSj with cloth back, - price 35c. 

French, at a Glance. 

Uniform and arranged the same as '* German at a 
Glance/' being the most thorough and easy system for 
Self-Tuition. (Revised Edition.) 

Bound in paper cover, . .r . price 25c. 
Bound in boards, cloth back, - - price 35c. 

jSpanish at a Glance. 

A new system for Self-Tuition, arranged the same 
as French and German, being the easiest method of ac- 
qm'ring' a thorough knowledge of the Spanish language. 
(Revised Edition.) 

• Bound In paper cover, ... price 25c. 
Bound in boards, cloth back, . - price 35c. 

Italian at a Glance. 

Uniform in size and style with German, French, and 
Spanish, being the most simple method of learning the 
Italian language. < Revised Edition.) 

Bound In paper cover, ■ • . price 25c. 
. Bound in boards, cloth back, - « price 35c. 



Vor sale by all Booksellers or will be sent, postpaid, on receipt of price. 

>. Box ii44« sa «ad ^\ B«taBKa 1iX,^^«« ^tsec^^:^ 



BURDETT'S 

Heroic Recitations and Readings. 



CJOr J T lC IMTS. 



i.t'Ji'ikl^h'" ^ '" 
Bound !■ Illustruted Paper Cover, price 36 CenU. 

BURDETT'S 

Patriotic Recitations and Readings. 

OOraTE:r<rTS. 



rrbdaofBatlerr D, Tlw. 

aoiutbodv'l DArHPK 
BpHKHlCmi. TtM. 



ButlaiifailtjitHri, Tlw. LUiicHi^lincu'l. Hie 

BUllt-FllfL^TkK Liialui.lJl..i>tiujti. IMS. 

CUmU olBprhirteM. lll.l 8oIS«"i^i1i'rJ. TV,, 

Dw»railoD 1^. ' ^rnj 

Bound In Illustrated Paper Cover. Price BS CenU. 

For BBle Iir all BookBelleTB or 'will Tie sent, postpaid, oa 
JVempt ofprioe. 



New and Popular Books sent Free of Postage at Prices Anne^^e'f. 
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gestions on care <>f d.>gs, and for handy reference in any emergency. 
It is thoroughly reliable, and simple and explicit in its language. 25 cts. 

Dog Training. — Chapters on dog training from the '*Art 

of Training Animals." The following briefly gives an idea of its con 
tents : Watch dogs, their selection and value, shepherds dogs, diflfer- 
ent kinds and their respective merits and defects, their reanng and 
training. Varieties and merits of sporting dogs ; preliminary train 
ing, lessons in the field ; water dogs. Performing Dogs — Simple tricks 
and training, to teach him his name, to leap, to walk erect, to dance. 
to jump rope, to sit and lie down at command, to beg, to give his paw, 
to sneeze, to speak for it, to fetch and carry, to bring you his tail in his 
mouth, to stand on a ball and roll it up and down a plank, to walk on 
stilts, to go up and down a ladder, to stand on his head, and walk on 
fore-legs, to " sing," lump of sugar trick, to feign death 25 cts. 

Dyer and Scourer. — A complete practical guide, designed 

especially for the use of job dyers. It includes dyeing silk, stuff, or 
mixed goods, cotton, raw wool scouring, scouring for job dyers, and 
job dyeing in all its branches 50 cts. 
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Horse-Sheer's Manual.— Inclades preparation of foot, 

choice of shoes and their preparation, flttinf?, filinpr, nails and nailinfir, 
shoeinj^ with leatlier, cutting, removing, etc. Alao, Youatt's Treatise 
oil |)iM'as«'s of Horses' Feet. Bonner's famous hoi-se, Dexter, owed 
much of his vahie to good shoeing, and with all horses it is of grave 
iinportuiuM', This book should be in the hands of every professional 
iiorse-bhocr, and every horse-owuer 25 cts. 

Houdin the Conjurer. — This life of the famous French 

Conjurer i-* full of interesting adventures, *'more fascinating than Ac- 
tion." Illustrated with numerous engravings SOcts. 

How I Became a Ventriloquist.— I>e8cribing the method? 

by which the author acquired the amusing art, and also his diverting 
experience therewith 10 cts. 

How to Make Up for the Stage. — ^ practical illustrated 

guide for amateur theatricals, charades, tableaux, etc. This is invalu- 
able to any one getting up, or participating in, any of these entertain- 
ments 15 cts. 

Humors of Ventriloquism.— Full of the most entertain- 
ing and laughable scenes, etc 10 cts. 

Hunters and Trappers' Practical Guide.— This little 

book has immense sale, and gives satisfaction every time. It is a prac- 
tical guide to gunning and ritle shooting, tells how to choose arms and 
ammunition, about different kinds of game, making and using traps, 
siiurt's, and nets, baits and baiting, trailing game, preserving, dressing, 
tunning, and dyeing skins and furs ; seuiton for trapping, hints to trap- 
pers, fire hunting, pigeon catching, camping out; sporting vocabulary, 
recipes for sportsmen, secret of successful fishing. It nas more in- 
formation than books costing Si to $2, and must not be confounded 
with any catchpenny. It has fifty engravi.igs 30 cts. 

Impromptu Speaker.— This is not a collection of set 

speeches, but guides the speaker in making his own. To point out the 
reiiuirements of all ordinary occasions of impromptu speech-making, 
ami to afford such aid as may be useful, are the aims of this little trea- 
tise. While avoiding formal rules and eleborate disquisitions, care 
will be taken to show clearly the things to avoid, as well as the things 
to strive for, in both the matter and the manner of the speech, and the 
particular points of etiquette tt) be observed 85 cts. 

Infant Star Speaker.— A collection of choicest pieces for 

little speak(TS, adapted to different styles and abilities. A valuable 
featureof this book is the instruction on training and managing the 
litile speakers, and how to make the most effective appearance al* 
sc'hoo) receptions and exhibitions 25 cts. 
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Brother Jonathan's Jokes and Funny Stories and 
Laughable Sketches. — (The Modem Side Splitter.) — Con- 
aining 96 pages, illustrated 10 cts. 

Lessons in Horse Judging;'. — A practical guide for dealers 

and buyers, by which any intelligent person may become a gooJ 
judge of horses, tlieir adaptabihty for particular uses, and the points 
wliich go to determine their serviceability and value. Illustrated with 
numerous engravings and diagrams. Every farmer and every boy iii 
tlie country should secure this book. There are many chances to make 
a profitable trade if you know how, and this book gives points that it 
pays to know 50 cts. 

Manual of Hair Ornaments.— For jewelry or souvenirs. 

A guide for a tasteful recreation for leisure hours, and a source of 
profitable employment for jewelers and others. This book gives full 
directions whereby any one can acquire the art. The bookis illustrated 
with over eighty explanatory engravings and beautiful designs for 
work 50 cts. 

Marine and Landscape Fainting in Oil.— A practical 

guide, fully illustrated 50 eta. 

Mirine and Landscape Painting in Water-Colors.— 

A practical guide, fully illustrated 50 cts. 

Marvels and Mysteries of Detective Adventure.— A 

collection of thrilling and interesting stories of the detectives, full of 
daring adventure and curious episodes. It is one of the most attrac- 
tive works of the kind ever issued. Illustrated 25 cts. 

Mind Reading, — A practical explanation of the curious 

phenomena exhibited by "Brown, the Mind Reader," enabling any 
one to perform the experiments. It will furnish a fund of amusement 
and wonder for an evening party or a public entertaiinnent. Many 
persons with a little practice nave given very successful tests of "read- 
ing a person's thoughts." Illustrated 15 cts. 

Nightside of New York. — This book is a vivid and truth- 
ful i)ortrayal of the great city after the gas is lighted. It i^res-nts higli 
an (llow life as they actually are; the fashionable life and ilie life lii 
slums; it tells about the peculiar characters and scenes which go to 
make up life in the metropolis, the rogues of various d»-grees, tht? 
snares of various kinds. lo does not seek sensationalism, nor to drrtw 
on fancy for its matter. "Truth is stronger than fiction." Illus- 
trated 25ctal 
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Art of Training Animals.— A complete guide for ama- 
teur or jimfeKsional trainere, giving? all the M>cretH and inj'Kteries of 
tilt' rrart. ami showing huw all cin.'iiH trh'ks, and all ft-atK of ail per- 
forniiiifi? aniiiiaU — from elephants to fleas are accMMiipliKhcil. It also 
has ail improved system of horse and colt hivakinj^, bivakiiis and 
truiiiiii^ sport ini; dops cart^ and tuition of sonf^, talking, and perfomi- 
iii^ binls, snake charming. Inn) taming, and inauy other thiiigs, making 
a large, hantUomo voliinie of over «300 pages and 60 illustrations. It 
would take a page of this catalogue merely to mention what the book ; 
contains. Ever>' farmer and animal-owner will And this book valuable, 
and every l)oy who has dogs or other pets will And it a source of i 
(indless amusement. One gentleman writes us that his boys have 
organize<l quite a circus with their pets, who have been taught 
amusing and wonderful tricks from our b«)ok, and he pn poses get- 
ting them a little tent. Remember this book at the hoHdays. It is a 
good present SOcts. 

(An eilitlon embracing also The HorsL*shoer*s Manual and Youatt's 
Tn'uti<«e on Diseases or the lIors< 's Foot, in one handsome cloth-bound 

Volume, al $1.U>.) 

Art of Wood Engraving. — A practical instructor by 

which any one can learn a good trade. Many young ladies have had 
gratifying surcrss. and executed very creditable and profitable work 
after a few monttLs' practice. Profusely illustrated 25 uts. 

Artist's Manual — A practical guide to Oil and Water- 
Color Painting. Crayon Drawing, etc. By Jamks Bkak» and other emi- 
nent artists. Now that so many are taking up art studies, this book 
meets a want whieh can be filled by no otlier single volume. \t is very 
clear, full, and explicit, and teaches the I)est methoils. Mr. Beard is 
widely aii<l favorably known as an artist and writer, and his book may 
therefore be relied upon. It ^ives the able an<l coiiHCientious aid of an 
expert, hence is peculiarly helpful. lUiisirated 50ct8. 

Bad. Memory Made Good, and Good Made Better. — Shows 

how a wonderful power of memory may be acquired by a simple art, 
readih . ami enables its po.sses.^or to achieve f»'ats incomprehensible to 
tlKise ijjrnorant <»f the secret. It will be of givat assistance to teachers. 
pupils, and jirofessional nien generally. Clergymen and speakers will 
save niiieh time by its chapter «»n Speaking without Notes ; students 
preparing for examination will be greatly aided 1.5 cts. 

Baker*S Mannal. — This is a practical instructor in all 
branches of the business, including American, BYench, and German 
stvles of w«>rk, pastry, cake, and various kinds of bread, biscuit, etc. 
It'gives many iiovfltu-s whose recipes are sold at high prices, and any 
baknr will fliid it pay him to get this book. A goo<l idea of the real . 
value of this book is given b^k'the fact that the only similar work, 
scarcely as large, has been selling to the trade for $5 a copy. Any in- 
telligent cook can iiiakt> the most palatable and attractive articles with 
the aid of our jilain iuu\ si tuple direct ions. Special attenti<m is directed 
to the line <»f rashionable cukes and pastries. The breadmaking in- 
striwtion is also very reliable and covers every variety 50 cts. 
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